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The Interagency Training Programs Catalog is one 
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four publications published by the Civil Service Commission that are 
specifically designed to provide agencies information on available 
training resources* This catalog is intended primarily for clientele 
in the Washington, D* C. metropolitan area and contains information on 
interagency ti aining programs available almost exclusively in this 
locale during the fiscal year 1972* Courses are separated into two 
grojps: open interagency training and limited interagency training* 
Open courses are those which have no restriction on attendance other 
than qualification prerequisites. This section contains course 
descriptt^ s, admission requirements, nomination procedures, and 
telephc and address data* Limited courses are those designed 
primarily for an agency's own employees but offered to other agencies 
on a space- a v a i lable basis. A list of courses and a contact prunt are 
provided in this section, < CK } 
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INTRODUCTION 



The Interagency Training Programs Catalog is one nf four publi- 
cations published by the Hi lean of T’ainbig, C.S. Civil Sonia 1 
Commission speeilicully designed to provide agendas iti format inn on 
available training resources. The others aiv the fjuarlcly Calendar 
of Interagency Training Programs. I lie Agency Training Centers for 
(inv*-. niuent Kniployees ati<l t I m" Oil-Campus Stmly Centers for (iov- 
eminent Ihnploycrs brochures. 

The programs in these public.it ions should ho considered in meeting 
llie t r:i i 1 1 i mjlt noods of all levels of employee.*. This includes upgrading 
t Tic job a; I hash* academic skills of lower lovol employees, iucrea: iug 
opportunities for advancement, and more elVeclivc ut ili/alion. 

This catalog is intended primarily for clientele in tin 1 Washington. 
D.C. metropolitan area and contains information on interagency 
training programs available almost exclusively in this locale during 
fiscal year ]P7:h Courses are separated into two ^rron ps: Open inter- 
agency training and limited iiileragrnrv training. Open eimi>es are 
I 1 iom‘ which have r<> re>t rietion on attend nun 1 other than qual Miration 
prereijuidt cs. Thi* Mvthm contains course descriptions. admission 
requirem ids. nomination procedures, and telephone and address 
dai, . Mod of the courses* in ttiis group are announced several weeks 
in advance through individual course announcements. ( The Civil 
Service Commission's 10 regional nllircs each puhli.-h s-p-oate course 
announcements, calendars, and catalogs for use hy agency field distal 
hit ions. Kegionnl ojliee addresses, telephon numbers. and areas of 
jurisdiction are given in Ap|*'nhix on padres im J(»2. ) 

Limited courses are tlio-e designed primarily for an agency's own 
employees hut tillered to other agencies on a space available basis. A 
li d of courses mid a mntiirt point are provided in this section. 

The second resource uovumrnt. the Quartely Calendar, is published 
four times each year. Within the vahuular*. the information is divided 
into two parts, The lii>t part liMs course fates, nomination deadlines, 
course titles, telephone contact points, and page innnhcfs of the r lalog 
v. Iiere detailed informal ion about eaeli eoiPse ma\ he found. The 
second part provides course information in abbreviated format for 
those programs developed after the Interagency Training Program* 
Catalog has been printed. 
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The t }i ] id document. Agency Training Centers for fiorerument 
Employees, is a compilation of separate facilities established by agen- 
cies to conduct special agency-oriented training primarily for their 
own employees; however, other agencies may participate in the pro- 
grams on a space-available basis. The publication describes each center, 
lists courses otic* red and admission rc<|uirenionts, and provides a con- 
tact point for further information. This document is intended as a 
guide for further interagency cooperation to meet mutual training 
needs. 

Finally, ihr fourth document. Oif-Campus Study Centers for (iov- 
eminent Employees li>ls facilities wliieli have been established tlirmi^Ii 
eoojierali ve arrangements hel ween colleges or universities and (ioveru- 
inent agencies to sponsor continuing education opportunities for 
(iovernnienl •mplnyees. 'IT i is publication also descrilns each center, 
lists courses nth* red. admission veipdnunvnts and provides w eonhn t 
for further information. It is intrude 1 to en<*. Mirage more nni vers'ty- 
fJovenunent cooperation to meet present and future educational needs. 

The brochures on Agency Training ('enters and OlT-Campus utility 
Centers are published only by the CnminisMOTTs central oil: e but are 
available foi both agency headquarters and field in>talhil ions. 

t ne Interagency Training 1 Programs Catalog and center broclunv.' 
are upb Ucd anmialh in the spring ami placed on sale at the (loiem- 
ment Printing Office after a conrte.-v distribution to training oilhvvs 
:iti< 2 directors of personnel is made. The Commission's regional catalogs 
are updated in .Time or July each year and are available at the in 
regional oflices. 

OTHER PFHUCATIOXS 

Other p *blieat ions published by tbe Hnreau of Ti aining, 1 \S. ( \\ il 
Service Commission : 

•Training and Yon Questions and Answers on training for 
Federal civilian employees. tOPA is) 

•Employee Trailing u the Federal Service (issued annually). 

(T-7)’ 

•Studies niui Rejmrfs Related to Training and Education (issued 
annually). tT-(l) 

•Training Systems and Technology Series— 

• Instructional Systems and Technology; An Introduction 
to the Field and Its Esc in Federal Training. (T 11) 

• Application of a Systems Approach to Training: A Oa*o 
Study. (T-2) 

• Programmed Instruction; A Hrief of Its Development and 
Current Status. (T--12) 

• Training Kvaluation; A CJuide to Its Planning, lX*velnp- 
ment, and Vk* in Agency Training Courses. <T-13) 
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Se!e< ted Long-Term Fdueat ionu! Opportunities (General in- 
formation on edm ationa! (raining programs of more tlian 
l^n dn\s i ; .1 rat ion. ) 

t Mbmi nthly newsletter to rommunirate 
s\ i t ] l tin* Federal training enjnniimity regarding techniques, 
programs, innovations, technology, and changes in tin* urea 
of t raining, ) 

These publications should be available for review in agency train- 
nig/personncl olliees or libraries. < ’o| >U . • of those marked (*) may la 
purchased from tin* Su] H'rintendent of Documents. (iovernmei)! 
Printing Ollier, AV: dnglon, IM\ lining. Phone : .*■ 11 -TU 1 

For general information regarding training re. min res not available 
I h rough your Iraiii'ug oilier, agencies or employers in tlie A\ ashington. 
1 M \ area may write or rail : 

Agency Support I >i> ision 
Murea u of Training 
l \S. Civil Serviee Commission 
lhm L Street,. A*. 

AV:is! i i n irt mi, ] ).l VJnl 1 5 
Telephone ; l _nj), ndi* or code 
Agencies or employees outside the "Washington, I M area may write 
or rail tin* appropriate Commission ivgiotrU I raining center. (See 
Appendix on pp. :M1 ’JbiL) 

STATK AND LOCAL (i()\ KKNMKNTS 

The I nlergovei mnent :al Cooperation A<“t of IPOS and tlie Inter- 
governmental Personnel Art of 1P7<> permit Federal Government 
agencies to open their .“raining programs to State and loral intern- 
ments to assist them it] meet ing training needs. 

On behalf of our colleagues in the Federal 1 min in;/ rouiuninity, wo 
exteml an imitation t o participate in the various programs olleird. 
For furl tier infonnution rout net any agency or training facility listed 
in our training resource documents or telephone ('JttJ) (sTJ o<mL 
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Guide fur Users 



I'hc 1071-7:2 Interagency Training Programs Catalog is designed to 
M|> users locate desired .-nurses more quickly and easily. First, in the 
1'iil.lp. of Contents, programs in the Open Interagency Training sec- 
t iou are listed under three major < .itejjories : 



• Kxrnilive. Managerial. Supervisory, ami Administrative 
Training 



• Teehnieal Training 
4 (ioncrjil Purpose Training 

liie 1/iniiied Interagency Training programs are listed ny agency. 

1 lie second users’ aid is the Index by Course Title and Subject. When 
courses relate to more than one subject, they are cross-referenced to 
show their relation to various snbje ts. An example is the Seminal ,.n 
A 1)1’ m Financial .Management, listed under AI)I* as well as Financial 
M anajrement. 



Although tin* costs of (niininjr courts listed i?i this catalog were 
correct at press time, (hey are subjec t t„ eliange. Yon are enco.i raged 
to contact the sponsoring organization for price information prior 
to making a nominal jou. 
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OPEN INTERAGENCY TRAINING 

Executive, Managerial, Supervisory, and Administrative 
Training, 

General 

Public Policies, Piograms, and Issues 

FEDERALISM AND TIIK DECENTK A! . IZ ATION OF 
THE EXECUTIVE IHUNCH 

Civil Service Commission 

A 6-day course to lie conducted in roidenrr in Frcdcriiloburji, Vn. 

December 12-17, 1971. 







/Jescrtpfion 

As part of ils efforts to achieve an elective. flexible, and responsive 
administration in which the many agencies comprising the Fxc’«itivc 
Ilt aiu h are fully coordinated with on" another anil with Slateaud local 
governments, the Nixon Administration has stressed the need to ‘’re- 
verse the llnw of power ’ in the American go\ei mnental >\>tem with the 
aim of placing respoii>ibilil y for piogiarn operations at the level 
closest to I In* people. This w ill rcijuirc both the decentralization of Fed- 
eral programs to regional olliccs and the leluni to State aiul local gov- 
ernments the responsibility for some programs now ln»i ny adminis- 
tered In the Federal Government. 

This course lias four basic goals : 

• To provide an explanation of the President's program, its ra- 
tionale, the strategies to he adopted, and their implications for 
Government oflicinls and programs at the Federal. State, and 
local level. 

• To anah . some of the problems which may l>e encountered in 
achieving the President's program and 

• To relate the exjveriein’ce in date of those agencies which have 
already l>egim to deivntrvlize in the expectation that these 
experiences will Ik* of value to agencies just Ivcginning tleir 
own decentralization ; 
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• To provide some actual workshop experience in dealing with 
the problems. 

The week-long Institute will he taught in residence at Fredericksburg, 
V a. The week will he devoted to a series of lectures, panel discussions, 
and worksliops with even- effort being made to actively involve the 
participants throughout. 'Hie emphasis throughout is on the practical, 
not the theoretical. 

Who May Attend 

Nominees for the Institute may he employees of any governmental 
agency — Federal. State, or local level, at tin* (iS-lo level or above (nr 
equivalent), 

llotc To Make Nominations 

Nominations are to be submitted by authorized agency representatives 
.n: Director. General Management Training (enter. T.S. Civil Service 
Commission, Washington. I>.(\ 2^11 a. 

Other Information 

Agencies may obtain ftirt) c r information by calling or code 

101, extension ‘250C>2. 



STATE GOVERNMENT AND ADMINISTRATION: 
PROGRAMS— PROHLKMS— PLANNING 

An Institute in Intergovernmental Relations 
Civil Service Commission 

Tvo 5-da t program* trlicdulfd for January 17-21, 1972 and 
Maj 15-19, 1972, viil be held at the (j\il Service ('.o mini*.* ion, 

1900 E Street XW. 

Description 

Because of rapid changes in political and gnvernniejitn* institutions, 
there is a mod for updated information on the progress by the States 
to irnpiove their capabilities for effective cooj)e?*iition in intergovern- 
mental progrims. As intergovernmental programs become of inereas- 
ing practical iinjioitaiire ia the dadv lives of all citizens, it magnifies 
the need for current knowledge of intergovernmental relations by Fed- 
era 1 administrators who are responsible for cxccnt ing Tint ional policies. 
It is also essential that the re Ik* iu\ exchange of experiences gained by 
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administrators in the performance of functions arising from intergov - 
ernmental programs. The purpose of this institute, is to explore prob- 
lems that confront administrators who have responsibilities for inter- 
governmei tnl programs or whose program responsibilities may relate 
to intergovernmental relations. Special emphasis will lx? placed on 
State government and administration. The sessions will devote ntten- 



• The theoretical, legal and political setting for intergovern- 
mental relations. 

• State and local mechanisms for administering federally 
sponsored programs. 

• Executive participation in intergovernmental policymaking: 
the Federal agency as an instrument of intergovernmental 
relations. 

• Fiscal and economic problems in intergovernmental relations. 

• Federal, State, local cooperation in selected functional areas, 
c.g., health, education, natural resource?, crime control, 
transportation, etc. 

• The regional approach to intergovernmental relations. 

• Intergovernmental program? and problems of adequate person- 
nel and staff at the State level. 

• I nte ‘governmental relations and tilt future of State govern- 
ment- and administration. 

Who May Allend 

Nominees for participation in the institute may he employees of any 
governmental agency — Federal, State, or local level. While they should 
generally he at the (JS-J I level and siliovc (or the equivalent), consid- 
eration will also Ik* given to all nominees below this level. The institute 
is designed for officials with responsibilities requiring a broad under- 
standing of the intergovernmental relations framework and also for 
those with assignments relating specific illy to State programs and 
admitiist i at.on. Agencies arc encouraged in send officials from the Held 
as well as tli j central office. 

f/oir To Make Nomination* 

Nominations should l>c submitted by the authorized agency officials to 
the Dimfoi , (icnernl Management Training ('enter, l '.S. Civil Service 
Commission, Washington, l).C. lW15. 

Other Information 

Agencies imy obtain further information by calling (2<>2) 032-oGG2 
code 101, extension i ) oCC , 2, 
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THE METROPOLIT \N AREA— PROBLEMS, 

PROGRAMS, PLANNING: AN INSTITUTE 
IN INTERGOVERNMENTAL RELATIONS 

Civil Service Commission 

A 5‘tfay program to be held February 14, 1972 wxtll additional 
scheduled os needed at the Civil Service Commission, 

1900 E Street NW\ 

Description 

This institute will v\\ lore select cm 1 programs. problems. and plans of 
the met ropolitan area in the framework of cooperative federalism. 
Sessions will he devoted to: patterns of urban governmental structure 
and organizations: administration of Federal economic and social pro- 
grams: interagency coordination : probGms of providing quality |x?i‘- 
sonnel in metropolitan administration: desegregation | 'oblem* hi 
housing and education : intergnvernmen* il approach totem spoliation 
in the metropolitan aiea: nihan and comnninhy development: prob- 
lems of financing programs in the inetro-urhan an; civil disorder, 
crime and delinquency in the m »an cnnimunit y : the role of i I k* private 
sector as well as future prosjx'cts of new federalism in ie>pn»se to 
metro-urhan problems. Participants will l>o encouraged to; » lyzetlie 
overall requirenunts a id responsibilities of (he Federal sysicin and of 
their own agencies as t icy are related to the metropolitan situation. 

Who May Attend 

Participation in the institute is generally restricted to executives GS - 
FI and al>ovo (or equi\ alent ) in any public agency*— Federal. State, nr 
local government. Federal *i<jrnricx arc t urourtiycd to send olfieiaJ* 
from the field a# >c<7/ <t< from the ee.dntf offie<x. 

lioxc To Mt'ke lYomrnn/ionj 

Nominations should he sidunitted by the authorized i.ireiicy oflicials 
to the Director, General Management Training Cent:, C.S. C'i vil 
Service Commission, Washington, I).(\ 20415. 

Other information 

Agencies may obtain f iilhcr infnnnation by calling 002-5002. nr code 
101, extension 25002. 
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SEMINAR FOR THE URBAN SPECIALIST 
F E DER A L — STATE — LOCA L 
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Department of Housing ami Urban Development 

A 2-wcck seminar 1o be offered fnice eaeb quarter at the Depart* 
menl of Housing and Urban Development, 451 Till Slreet SW., 

Washington, D.C. 20410. 

Description 

This course is designed to bring together specialists working in various 
uspect s of urban development. Through ;i variety of educational tech- 
niques, in which the participants piny key roles, ii stresses that a co- 
operative and interdisciplinary approach will lead to more effective 
derision making in the urban development process. The seminar also 
introduces concepts which will better enable participants to under* 
stand the urban development process in a total framework. 

H7io May Attend 

This program is designed primarily for and open to those (lovernmont 
specialists and public administrators on the Federal, State, and local 
levels who are iinoi.cd in the urban development process, 
through <iS -In, or ecjuivalent. Participant specialists sliould be from 
occupational areas such as: Architecture, highway and urban trans- 
port at 'in, engineering, lunging, health, education, community and 
intergeoup relations, aiul urban manpower planning. 

flow To Make dominations 

Nomination made by Federal agencies should be submitted through 
authorized agency representatives to the Department of Housing and 
Urban Development. Office of Personnel, Attention: Director, Em- 
ployee Development and Training, 4a] Ttli Street SW., Room *.MbO. 
Washington, I).(\ using Optional Form '*7 for (bis purpose. 

Nominations from State and local agencies may he made by writing 
the Department of Honsingyuul Urban Development. (See cm plot c* 
address nltove.) 

Othfr Information 

SjvcciJU dates, local ions and cost will l*e announced at the beginning 
of each rpm ter starting Septrnd»er 1071, Further information may be 
obtained by calling rrea code ‘JDJ, 7 .m-o* 70, or cede RJS-.VHTO. 
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URBAN TRANSPORTATION PLANNING 
Department of Transportation 

A 2->eek course offered three times a year, tentatively scheduled 
for September 1971, February 1972, and May 1972, NASS IF 
Building, 400 7th Street SW. 

Description 

The course is designed to impart si working knowledge of selected 
urban travel forecasting techniques and procedures. These techniques 
and procedures are presented through a series of lectures and work- 
shop sessions set in a framework of t lie urban transportation planning 
process. Included in the presentation are such ’ eras as traffic assign- 
ment, travel forecasting (including mass trap * ), t rip generation, trip 
distribution and network evaluation (with suoitg emphasis on social 
and physical environment) as well as an introduction to economic, 
population and land use analyses. 

Who May Attend 

Persons who are closely connected with transportation planning. 

Hove To Make Nominations 

Nominations should be made by phone to Mrs. Janice Stout, 1*20-0512 
or code 1 18/00512. 

Other /n/orniofion 

Theie is no cost for the course. All necessary instinct ion a I materials 
are provided. 



FFDERAL-STATFLOCAL ADMINISTRATION OF 
PUBLIC HEALTH PROGRAMS* 

An Institute in Intergovernmental Relations 
Civil Service Commission 
Scheduled as needed. 

Description 

T^c purpose of the institute is to exploit* problems that confront 
executives who have responsibilities for the .administration of inter- 
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go\ ernmental health programs, as well as those Federal executives 
whoso job assignments require knowledge and understanding of inter- 
governmental relations, focusing on public health programs and 
problems. 

Some of the topical areas to be considered in the institute are: 

• The legal and political setting for intergovernmental 
cooperation. 

• The public lralth framework— broad-gage implications. 

• The current status of the Federal-State-local partnership in 
public health. 

• State and local machinery for the administration of public 
health programs. 

• Problems of Federal interagency eoordinaf ion in the public 
health field. 

• The private health sector and its relatedness to governmental 
programs and planning. 

• Social change and social planning as related to the strategies 
and tactics of administering health programs. 

In addition, the program encourages participants to analyze the over- 
all requirements and responsibilities of the Federal system and of their 
own agencies ns they relate to intergovernmental relations and the 
administration of public health programs. 

Who May Attend 

I at ticipnt ion in the institute is generally restricted to executives 
OS-13 and above (or equivalent) in any Government agency — Fed* 
end, State, or local government. Fcdcnd agencies arc cncoutaged to 
send official* (corn the field as i relf as the central office . 

How To Make Nomination* 

Nominations should be submitted by the authorized agency officials 
to the Director, General Management Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20415. 

Other Information 

A gene ice may « Main further information by calling 632-5002, or code 
101, extension 25662. 
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INTERGOVERNMENTAL AFFAIRS FELLOWSHIP 
PROGRAM 



Civil Service Commission and Subscribing Agencies 

A 3-month program involving participation in an intensive 
orientation program and fuM-timc * ork /rtutly assignments wills 
Stall and local governments* 

Description 

Tliis fei* Dwsbip program helps a select group of citiver administrators 
of grant in-aid efforts to acquire n direct undemanding of Stare and 
local government operations and points of view. It is designed to pro- 
vide careerists with a first-hand look at problems o* idminbtcring 
K?deral grant-in-aid programs at the State. /local level; to improve 
person-to-person conmiunication between Federal and State/local- 
grantdn-aid ndminist rations; to provide an opportunity to develop 
a dcei)er understanding of the major s^xtal and economic problems to 
which grant-in-aid programs are addressed; and to encourage eo- 
opefntive and uniltigovermueiital approaches to problem solving. Pri - 
sons selected will attend a comprehensive and intensive onriitrdir'n 
including meetings with congressional, governmental, and academic 
leaders: engage in full-time woik and study assignments with a host 
State/local government, and participate in scheduled weekend 
seminars. 

Who May Attend 

Nominees for this fellowship should be career employees in the grade 
range, of OS-14 and above or equivalent. Each nominee should In* in 
a managerial position involving substantial resjionsibilit v for signifi- 
cant asj>eets of grant-in-aid efforts of the subscribing agencies. 

How To Nominate 

Nominations are to lx* submitted by authorized renrerenta* i ves of tbr 
subscribing agencies uj>on receipt of (’SC notification. The following 
information should accompany each nomination; a comple cd and 
current Standard Form ITi, n. brief biographical sketch of t no nomi- 
nee, and a statement from t lie subscribing agency briefly desn ibing t lie 
nominees j>otential for career growth .ml ty|es of responsibilities feu 
which lie is being prepared. 

Otha Information 

The cost of the program wil! lx? prorated among the participating 
agencies Each applicant for the fellowship will be interviewed r.nd 
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select eel by the subscribing agencies, and final selection will be 
iinnouired by CSC. Agencies may obtain further information by call- 
ing the Management Sciences Training Center at 632--5GOO, oi' IDS 
Code 101, extension 25GOQ. 



MANAGEMENT OF AMERICA’S WATER 
RESOURCES: PR O JJ LKM S-PKOG R A M S-PL AWI NG 

An Institute in Inlergoveri Dental Relations 
Civil Service Commission 
SchcduJtJ as needed. 

Description 

The purpose of the institute is to explore some of the recent policy 
decisions of special import concerning water resources, important 
problems in water quality and resource management, recent inter- 
governmental efforts in planning and coordination, the developing 
water needs, and the relationship of water resource problems with 
those in allied ai as of natural resources. W bile the program will be 
structured to focus on comprehensive water resoinces planning and 
program coordination, some attention will : Iso be devoted to a system 
analysis of water resouiees, the legal and political setting for inter- 
governmental partnership, interagency coordination, the river basin 
approach to resource development, t he importance .if science and tech- 
nology in water policy, the water issues in law and politics, the inter- 
governmental approach to pollution control, water as n component 
in imtrojK)litan development, the Water Resources ('nunrif as a plan- 
ning ami coordinating Ixuly, w ater as a recreation resource, and the 
administration of grants. Participants will lie encourage to analyze the 
overall rcipii lenient s and responsibilities of the Federal system and 
of their own agencies as they are related to the concerns of water 
resources. 



Who May Attend 

Participation in the institute is generally restricted to executives 
(JS-13 and al>ove (or equivalent) in any public agency. Aytnrn* ore 
esperiofft/ (m^oragai to offirhh from the f<lo a* ireU a* from 
their ceninJ o$c€9. 

Mote To Make Sominatiom 

Nominations are to be submitted by a. thorized agency representa- 
tives to the Director, General Management Training (Yntei, l\S. 
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Civil Service Commission, Washington, P.C. 20415. Agencies may 
designate alternates to attend individual sessions, provided that they 
meet initial nomination requirements. 

Other Information 

Agencies may obtain further information by calling (WS-nOtVi or 
code 101, extension 25002. 



GRANTS ADMINISTRATION SEMINAR FOR 
MANAGERS AND SPECIALISTS 

Civil Service Commission 

A 5-da program lo he conducted at 1 1 1 c Civ'l Service Comn lesion, 

Dales vi!l he armounccdi lalcr. 

Description 

The course will aid grants administrators and grants specialists man- 
age more otlYcuvely their grants progiams and responsibilities. Par- 
ticipants will find the course to be functional rather than merely 
descriptive. The seminar and workshop methods of hist i action will 
bo employed to develop further techniques and skiIIs in as well as 
knowledge of grants management, through work projects on and 
study of micIi areas as: grant programs in the legislative process, 
Federal grants and intergovernmental relations, developing effective 
grants proposals, organi/.at ion of review procedures, decentralization 
of grant program supervision, management of grant supported proj- 
ects, grants versus contracts, grants programs of the present and 
future. 

FF/io .1/ny Attend 

While participation in ti e seminar is generally restricted to career 
employees OS- 13 and aUnc (or equivalent) i *■ ny public agency — 
Federal, State, or local government, persons Ixdou- this level v i 1 1 also 
lx* sole* led to participate, if it np|>oni that they in their job situations 
will Ixmcfit significantly from this experience. Fed< ral agencies are 
esj>ecia1ly encouraged to send olh dais from their central oflires. 

Hoic To Make Nominations 

Nominations should lx* submitted to the Director, (loiieral Manage- 
ment Training Cei ter, I'.S. Civil Ser. ice Commission, Washington, 
T>.C\ 20415, by authorized Agency ofbcials. (on firm at ion of accepted 



nominations will bo made in advance of the program. Deadline dates 
for receipt of nominations and confirmation of acceptance will be 
listed in the. diagram announcement to be issued at a later date. 

Other Information 

Announcements with more detailed information will bo sent to all 
agencies. Agencies may obtain further in format ion from the General 
Management Training Outer, 6JW-5C(W, or code 101 , extension 2mi>. 



i legislative operations roundtable for 

I EXECUTIVES 

f Civil Service Commission 

f Tho »e*siois scheduled for January 24-28, 1972 and 

■ 8-12, 1972, will bo l.tld in Wns4)inglon, L>X. 

? Description 



I no Roundtable is designed to provide Federal * ireer executives with 
increased knowledge of the organization and operations of the Con- 
gn‘s.s, the interrelationships l>et\\oon the legislative ami executive 
h ranches, and the connection Ik* tween legislative fnnet ions and agency 
pjogmm activities. topics for roundtable discussions will focus on: 
po Wei's, functions, and organization of the ( ongi ess; politics and mu- 
gressional action: national policy formulation and procures on the 
( ongress internal and external pressures on congressmen; Federal 
agcnev-eongivssional relations including nppmptiafiotis, planning, 
and review of programs; i rends and future of congressional executive 
relations within the American political system. 

Who May Attend 

Participation in this Roundtable will be op?n to about IV) Federal 
civilian find military executives who arc at the GS-14 level (or equiv- 
alent ) and hIkivc. 

Note To Make Nominations 

Nominations should l>o submitted to the Director. General Manage- 
ment Training Confer, t\S. Civil Service Commission, Washington, 
D,(\ i>om, by authorized agency officials. Continuation of accepted 
nominations will l>o made in advinre of the program. Deadline dates 
for receipt of nominations and confirmation of acceptance will bo 
lided in the progrrm announcement to bo issued at a later date. 




27 



ii 



Other Information 

Announcements with more detailed information will be sent to all 
agencies. Agencies may obtain further information from the General 
Management Training (‘enter, 032-5062, nr code lO'l, exflesion 25602 

LEGISLATIVE BRIEFING SESSIONS 
Civil Service Commission 

Three 2-day programs lo be conducted on Gpiloi Hill on Feb- 
ruary 15-16, 1972; March 7-0, 1972; April 4-5, 1972. 

Description 

Kadi session will be tailo. ?d for selected agencies. They will provide 
intensive, in-depth discussions and study of tbc interrelations of the 
agencies with the Congress. Emphasis will Ik 1 given to the operations 
of Congressional committees involved in the legislation and appropri- 
ations of the respective agencies. The sessions will be workshops in 
which agency personnel and committee stalF professionals can examine 
common problems and issues and develop meaningful work lelat inn- 
ships. Mcinlx*rs of the- Congress will 1 /e invited to participate in the 
brieling sessions when it is appropriate and convenient to their 
schedule. 

Who May Autn.l 

Participation will Ik* open to agency personnel such as program man* 
ngers, budget pei'sonnel, liaison speciali>ts, division and bureau chiefs 
and others who get involved in the preparation of justifications and 
other supporting documents <ui agency congressional programs and 
congressional inquiries. 

How To Make Nominations 

Nominations should l>e submitted to the Director, General Manage- 
ment Training (enter. l\S. Civil Service Comm ssion, Washington, 
D.C. 2<M15, by authorized agency officials. Confirmation of accepted 
nominations will l>e made in advance of the | rograin. Deadline dates 
for receipt of nominations and confirmation of acceptance will l>c 
listed in ( lie program announce merit to be issued at a later date. 

Other Information 

Announcements with more detailed information will l>o sent to all 
agencies. Agencies may obtain further information from the Genera! 
Management Training Center, 632-5602, or cotie 101, extension 25GG2. 



AN INSTITUTE IN THE LEGISLATIVE FUNCTION 
Civil Service Commission 

Three 5-day sessions will be held in Washington, P.C. on the 
following dales: October 4-8, 1971; March 20-24, 1972; 

June 26-30, 1972. 

Description 

Thrs institute is designed to provide an intensive introduction to tin* 
organization, o^iation, ami responsibilities of Congress, The role of 
Congress and its lohitimisliips to the executive branch will lx? stressed. 
Tlie objeciive is to help career administrators at middle grade levels 
acquire an increased understanding of the legislativ e fnnetion and its 
direct and indirect elTeet on executive branch operations. 

Who May Attend 

Nominees for this program should he career employees, OS-9 through 
(iS-13, (or equivalent). Persons eligible for nomination include: 
Those in line management ; unit chiefs and deputies, or those with 
equivalent ii Visibility ; and those engaged in support of stall' oe 
rupatinns such as budget preparation, manpower analysis, policy de- 
velopment and mission determination. I;» addition, each nominee 
should have recognized competence and potential and be one whoso 
service in the government can be expected to continue for a siguilu ant 
period of time. 

Hoic To Make Nominations 

Xominat innsslinuld l>o submitted to t lie Director, (ii mral Man igement 
Training Center, i\S. Civil Seiviee Commission. Washington, DC. 
*20415, by nnthoi bed agency officials. Corlinnntinn of accepted nomina* 
(ions will lx? made in advance of the program. Deadline dates for re- 
ceipt of nominations and continuation of acceptance will be listed in 
the program annonru cmeiU to be issued at a later date. 

Other information 

Announcements with more detailed information will lie sent to all 
agencies well in advance of the program. Agencies may obtain further 
information frnmthe C?cne»nl Management Training Outer, 032 .WVJ, 
or code 101 , n* tension 25GG2. 
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FELLOWSHIP IN CONGRESSIONAL OPERATIONS 



Civil Service Commission ami The American Political 
Science Association 

A 9-monlh program involving participation in an inletiMVe orien- 
tation program anti foil-lime work assignments beginning in 
November 1972. 

Description 

This fellowship program helps a select group of career administrators 
to acquire a tnorough undcrstag.ding of congressional operations. It is 
designed to giv* 1 careerists a ibsl-hand look at how Congress func- 
tions, how it is organized, ana how it relates to the program and 
activities carried on by the executive hraneh. Persons selected wi 11 at- 
tend a rompr vhensive and intinsi\c orientation program coiidiHcd 
by the Amtricnn Political Science Association; engage in full-1 inu 
work assignments with members of Congress and with staff members 
of congressional committees: and participate in weekly seminar meet* 
ings with congressional, govern mental, and academic leaders. 

Who May AUena 

Nominees for this fellowship slmiihl he career employees in the grade 
rauLVoftrS 13 through (>S 10 or equivalent with at least (2) years of 
Federal (lovennnent Service. They should lx* in managerial or cxecii- 
tive position*. nr he likely to l>o assigned to sn h positions in tlio future. 
Preference is given to those who are taking part in an agency's own 
executive development program. 

/foie To Make A om motions 

Nominal ions are t<> he submitted through tin* agency central coordina- 
tor by April I, liGih In the Director, General Management Training 
Center, I'.S. Ci\il Service ( ormiiission. Washington, T).(‘. 2iGl‘>. Tl. 
following in for nation should accompany each nomination: a com- 
puted Standard Form 171, a statement from the nominee's supervisor 
briefly de^ rihing the nommec's j>otcnlial for career growth and the 
tvjK's of higher responsibility for which lie i« being prepared. 

Other Information 

Tkach applicant for the fellowship will tx> interviewed by a selection 
committee in early dune 1372, and final select ion will bo annonn'ed 
nlxmt dune 1, 1972. The full-time orientation will l>egm in mtd-Novem* 
Ikt 1972. Agencies may < htain fm tiler in bn mat ion by calling the (ion* 
eral Management Training Center at li32;»002, or code 101, extension 
27 ) 00 - 2 . 
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IDEAS AND AUTHORS— PUBLIC ISSUES AND 
PROBLEMS 

Civil Service Commission 

Four 1-day meetings scheduled a monlh aparl beginning in 
October 197] and conducted at the Cml Service Commission, 
1900 E Street NW. 



Description 

1 iiis soi ios focuses on four outstanding Looks by recognized authors 
ou si^rni I um i it national problems. At each of the four nicotines otic 
t)f file hooks is discusser!, first by the participants in small groups, 
tlien by tin* participants and the author. and finally hv t lie pail icipants 
and a truest critic. 1 he program not only encourages gov°i nineiit 
exec lit i\ os to examine the writings of highly informed authors on vit al 
national problems hut tJso provides them with a* opportunity to dis- 
cuss t lie 1kk)Ks " ith tin i r authors as ivd I as with crit ics who a re knowl- 
edgeable regarding tin* issues to be discussed. The lx>oks me provided 
to eacli participant several weeks Ik- fore each mooting. 



Who May Attend 

'I’lie program is intended for executives of public agencies who would 
Umefif from a more incisive nnderstuudii.fr of the national problems 
to lx* dis< listed. Nominees should generally be serving 1 in positions 
at fhedS ’i level and above (o • pqni valent) in either administrative 
or technical work situations, including mil it ary official*. 

flow To Make A o>ninalions 

Nominations are to I* submitted by authorized agency representatives 
to the Director, General Management Training Center. U.S. Civil 
Service Commission, Washington. DC. 20II.-V. Agencies may designate 
substitute to attend individual sessions, provided that such substitutes 
meet initi d nomination requirements. 

Other Information 

Agencies may obtnin further information hv calling 6.1i-5C0>2 co<ic 
101, extension 25062. 
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PROGRAM ADMINISTRATION AND LEGAL 
CONTROLS 

Cml Service Commission 

One 3-clav »rsMun >»ill l>c lirlil ;il tlie Service C.onmiij'Mon, 

1900 K Sired MV, on J;mu;ir> 12-1 L 1972 



Description 

Students of Government admini>i , ’ation and administrators are realiz- 
ing that tin expansion of Federal Government programs and ac tivities 
enlarges the rulemaking and adjudicatory functions in Government 
agencies, These fund ions, eont vary to traditional belief, are not unique 
to regulatory or independent agencies. Rather, in many agencies, 
Federal executives who are not usually trained in the law frequently 
engage in the processes of adjudication and rulemaking in performing 
their day-to-day activities. Additionally, the growing hodv of judicial 
decisions has had far-reaching etlects on the governmental system and 
Federal programs. Also, there are signs pointing to increased judicial 
review of administrative decisions. 'These developments suggest for 
Federal executives who ;.re not trained in tlie hiw the necessity to 
develop a letter knowledge and understanding of the functions of 
adjudication and rulemaking which they perforin. 

Who May Attend 

Participation is o]»en t o career employees. GS-13 and uIkivi* (and 
military equivalents), whose aeademi-* nr professional background is 
not in the tield of law. Federal officials who are serving as personnel 
n flic evs, administrative officers, hilior relations specialists, exnn .ners 
and inspectors in various ticlds. oflicials with review responsibilities 
such ns classifiers and contract reviewers, claims officers, reviewers 
of grants, licensing and regulating oflieers, and ap[>eals officers ire 
among tlu»v for whom this program is designed. Many other adi «ini>* 
trators who perform adjudicatory nr rulemaking functions or carry 
on activ.ties which are significantly affected by the judiciary would 
also find it useful, "the program is not designed for practicing nt- 
tornevs nr those whose work brings them into close continuing contact 
with Tie Courts. 

//oic To Make Nominations 

Nominations should l>e submitted by authorized agency representa- 
tives to the Director, General Management Training Center, C.S. 
Civil Service Commission. Washington, 1).(\ *20115. Confirmation of 
accepted nominations will l)o made in advance of the programs. Dead- 
line dates for receipt of nominations and confirmation of acceptance 
will be lifted in the program announcement to be issued at a later date. 
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Other Information 

Announcements with more detailed information will be seni to all 
agencies well in advance of the program. Agencies may obtain further 
information from the General Management Training Outer at 
G32-5G62, or code 101, extension 25GG'2. 



Executive Development 



RESIDENTIAL PROGRAM IN EXECUTIVE 
EDUCATION 

Federal Executive Institute 
U.S. Civil Service Commission 
Fiscal Year 1972 

An 8-wcck program to bo given al t’iiarlollCMillr, Vo.? Suncla,. . 
August 29-Friday, Octotx-r 22, 1971; Sunday, Ortobrr 2t-Frlday, 
December 17, 1971 ? Sunday* February 6-Fri day, 51 are li 31* 1972; 
and Sunday, May 7— Friday , June 30, 1972. 



Description 

Hie- program exists to help meet education and training needs of 
upper echelon civil senile employees. The upi*r echelon is broadly 
defined as employees in positions rated at grade GS-15 and above, or 
equivalent in cither government pay systems. The educational pro- 
grams of t lie Institute focus on matters which relate to areas of interest 
in many departments and agencies rather than specialized nclivit >es of 
a single organization. The Institute programs supplement r.dber than 
supplant executive education efforts of other organizations ot institu- 
tions iii and out of Government. 

The broad educational goals set for the Institute wit hi r. this frame- 
work are : 

• To heighten caiver event i\e responsiveness to national needs 
and goals, 

• To increase career executive appreciation of the totality of the 
gov ernmental system. 

• To improve career executive know ledge of managerial processes, 

The detailed content and teaching methods of each session have !>ecu 
altered with experienrr. Hut. the overall goals and major curriculum 
emphases have remained unchanged. In all sessions to date a balance 
has Uen sought and attempts have leen made to interweave the major 
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elements of the program which relate to environment of governmental 
programs, governmental systems ami governmental management. 

The prime educational methods employed are: 

• Jx*c tn re -discuss ions by resident faculty, executives in residence, 
government officials, academicians, and experts drawn from the 
private sector in both profit and non-profit organizations. 

• Seminars taught by resident faculty, University of Virginia 
faculty and consultants. 

• Workshops and laboratories led by resident faculty members 
and consultants. 

• Films and tapes selected by r dent faculty. 

• Reading materials selected by resident faculty. 

Who May Attend 

The ‘‘Residential Program in Executive Education” is aimed primarily 
at jrorsons in grades GS-16 and above (or equivalent in other pay 
systems) with enrollment in each 8-week session limited to CO people, 

//ore To Make /Yo mi notion* 

Nominations for attendance at the Federal Executiv?. Institute should 
be made by that iiercon or persons in each department and agency 
who lias greatest control over present and future work assignments 
of persons to l>e selected for attendance. In most cases each agency 
and department lias designated one person to serve as the final author- 
ity for submission of nominations to the Institute. 

When the nominating official has recoivid the names of candidates 
recommended for attendance during the fiscal year from within his 
department or agency, he will then make his decisions about persons 
to l>e nominated as principals and alternates for shares allocated in 
each scheduled session. Those nominations should then be forwarded 
tothe 



Registrar 

Federal Executive Institute 
Route 29 North 
Charlottesville, Ya. 22093 

by the department or agency nominating official on Optional Form 
37 (Nomination-Registration for Training) obtainable from the Di- 
rector of Personnel or Director of Training in each depaitmcnt or 
agency. 
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Other information 

Kach depa^ment and agency is allocated an annual quota of shares 
for the Residential Program in Executive Education. A total of CO 
shares is available in each of four scheduled S~week sessions for the 
fiscal year. The 240 shares a' ail abb annually are distributed in such a 
way as to provide the greatest possible variety of agency representation 
in each scheduled session. The cost to a department or agency is $3,250 
for each share which covers the full cost of tuition, room and board ex- 
penses while at the Institute during the 8- week period of each session. 



ADVANCED MANAGEMENT SEMINAR 
Civil Service Commission 

Fhc 6-daj program* M'lirduJoJ for October 17 -23, 1971; Decent* 
ber 12-1/ 1971; March 5-10, 1972; May 7-12, 1972; and 
June 18—23, 1972 *ill be held at a residential site. 

Description 

More than ever ltefore t lie government executive finds himseli faced 
with complex managerial and planning problems. He is asked to deal 
with these through a growing inimU-r of new systems approaches, 
mathematical techniques, and programming and budgeting procedures 
which constitute the changing l>odv of administrative practices. He 
is also expected to solve problems through t lie rout libations of di terse 
individuals and groups. 

The critical issue with which prin t i< abounded managers must deal is 
how various theories, techniques and strategies can be brought to I year 
on the real prnblcmsof government management. 

The Advanced Management Seminar is designed to bring together the 
various theories, techniques. and strategics of management into a uni' 
tied approach to government administration and to enable managers 
to apply these theories, techniques, and strategies in a useful, realistic, 
and rcsults oriented fashion, through letter understanding and (level 
opnient of tlieirown stvlesof management. 

Tfie seminar's integrative approach seeks to provide the participant 
with a better indcrstandingof : 

• The criteria for sound planning and decision making. 

• Thv means of applying what he has learned to his own situation. 

• The techniques for developing an effective organisation from a 
group of diverse individuals. 

The seminar itself is built ii|xm a serits of intensive workshop activi- 
ties tarried out in small groups. Working in these small groups the 
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participants go thtongh a number of planning, problem-solving, and 
decision-making projects in wlilcli th?y have. to utilize their resources 
to reach agreed-upon goals. Thus, each person is constantly engaged in 
systematic problem solving and decision making while striving for 
effective interpersonal exchange and team development. 

Who May Attend 

Approximately 30 executives (OS 1-1-18 or equivalent) responsible for 
directing major programs will lie accepted for each session. 

How To Make Aomin of ions 

Nominations should be submitted by the authorized agency officials to 
t be Director. General Management Training Outer, OS. Civil Service 
Commission, Washington, P.C. ’20415. 

Other Information 

Further information may lx* obtained by calling 202, 032-5002, or 
code 10 , extension 25062. 



EXECUTIVE SEMINAR CENTERS 
Civil Service Commission 

In cooperation with more than 50 I \ I agencies the Cl' t\ 

Service Commission operates ihrce reside mini facilities for the 
development of mld-carcer executives in Government. These 
Center* are located at Berkeley, Calif.; Kings Point, N.Y.; and 
Oak Ridge, Tenn. 

Description 

The courses offered at the renters are designed to broaden conceptual 
understanding and to enhance the administrative abilities of mid-level 
executives. A brief description of each course follows: 

1. Administration of Public Policy- examines policy for- 
mulation and execution. 

2. Environment of Federal Ojwrnt ions— gives an overall view of 
the influence of public opinion and special group interests in 
shaping public policy. 

3. Federal Program Management- explains interagency admin 
istration of public proi'inm* and relationships lxtween vari- 
ous branches of i lie Government. 
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4. Management of Organizations' — deals with t lie organizational 
environment in which. Federal managers work, theii roles and 
the nature of stilt* operations. 

ii. The National Economy and the Federal Executive — deals 
with 1 1 io theory and substance of Government involvement in 
various areas of economic life, 

fi. Social Programs and Economic Opportunities — examines re- 
lationships among diverse social and economic uccdsdn Amer- 
ican society which have come to he roflec' n program 13 , 
policies and administrative actions of Government. 

7. International Allans and Federal Operations — acquaints the 
career executive with basic concepts associated with the de- 
velopment of American foreign policy, the conduct of foreign 
ii flairs, and the international pressures which influence 
doinest ir policymakers. 

5. K fleets of Technological Development- deals with the con- 
tinuing role of the Federal Government in scientific under- 
takings and the elicit of technological change on national 
goals and objectives. 

0. Administration of Public Policy-- examines policy formula- 
t ion and execution, 

10. Intergover nmental Programs and Problems — studies the rela- 
tionships between nations, State and local jurisdictions in 
matters such as civil rights, Federal judicial m iew over State 
legislai '-uis, and constitutional interpretations of the relative 
jurisdic tion of Slate authority and Federal authoritv. 

11. M an igcniont of Natural llcsoruves —explores the economic, 
so -in I, :u 1 political involvements and roles of t’ » national 
Government related to use and conservation of u.<r natural 
iv h mrces. 

If ho May Attcn<! 

The Kxe<uti\< Seminar ( ’enter curriculum is aimed primarily at those 
in grades GS \ I mid l.*» ( or equivalent ). but carefully selected persons 
at (iS hi and al Hixe (iS-lo arc *u. :ible to attend, There are no age or 
education prerequisites: but based on experience, the most favorable 
response tin- been from those who are college graduates, those who 
lime recently engaged in self-development, and tlu.se who have had a 
var iety of assignments. 

Ho ic To Make dominations 

All participant spates at these renters a re reserved on a fiscal year 
basis through negotiation?. U tween the ('i\ il Son ice ('mnniissinn and 
designated agency rcpre-oiitativ os a 1 Washington, ]).('. Each repre- 
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£?ntntire is given a supply of center brochure and schedules; there' 
fore, interested persons should indicate their interest to them. 

Other Information 

Inquiries about these centers may be addressed to the Assistant Direo 
tor for Training Operations, Hureau of Training, l T .S. Civil Sendee 
Commission, Washington, D.C. 2005, teleplione G32-G201, code 101, 
extension 26201. 

IDEAS A\D AUTHORS— MANAGEMENT AND 
ORGANIZATION 

Civil Service Commission 

Four 1-dajr seasons scheduled a mor.ih apart beginning in 
December 1971. 

Description 

Kach ye at sees the appearance of a growing mitulier of books applying 
the findings of social and management science research to the prob- 
lems of management and organization. The purpose of this program is 
to provide an opportunity for Government managers to examine the 
most significant of these l)ooks to determine their relevance and appli- 
cation to public management situations. At the same time the course 
will provide an opportunity for the participants to raise questions 
al>out the l>ook directly to the authors. Kach participant receives a 
copy of all books several weeks in advance of the individual sessions. 
At the monthly sessions* the author discusses his l>ook, a guest com- 
mentator gives his reactions to it, and the participants have an ex- 
tended discussion period with the author. Out of these interchanges 
it is expected that a fuller statement of tlu ideas will emerge, as 
well as a clear understanding of their Implications for Govern- 
ment managers. 

Who May Attend 

Tht 1 program is intended for individuals cm rently serving in positions 
wdh significant responsibilities for program management or in pro- 
viding related stair suppo.t. Nominees should bo those, OS-14 level 
and above (or equivalent ) . 

How To Make Xortiinntion$ 

Nominations *,**e to l>c submitted by authorized agency representatives 
to t ho Director, General Management Training Center, U.S. Civil 
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Service Commission, Washington, D.C. 20415, Agencies may designate 
substitutes to nt tend imliiidual sessions, provided that suck substi- 
tutes meet initial nomination requirements. 

Other Information 

Agencies may obtain further information by calling 0152-5002 or code 
101, extension 25002. 



Civil Service Commission 

A 5-day program ofTcrcd t*o limes per yeur al llic Civil Scr\Icc 
Commission, 1900 E Street MW* 

Description 

The program is designed to increase awareness of the nature and 
scope of management responsibility and to sngg»'si ways that the tech- 
nically trained executive can perform more effectively in 1 1 i. ‘mpor- 
tant role as manager and administrator. It is conducted as ail advanced 
seminar, with discussions focusing on such topics as: management 
planning for It & l): directing and developing human resource..: 
eoinmuireation requirements of modern science and technology; man- 
agement of inhouse resources and contract programs; oj>en;tional 
environment of scientists and engineers in Government; comparison 
of It A l) management in other areas; formulating and administering 
science and engineering budgets; lieluivinml science research and its 
implications for managers of technical programs. 

Who May Attend 

Participation in this program is limited to approximately 25 scientists 
and engineers, generally GS-15 and above, or qui valent, who have 
management responsibility for science or engineering programs. 

Hole To Make i\on:ination$ 

Nominations should l»e submitted to the Director, Science and Kn- 
ginccring Training, l \S. Civil Service Commission, Washington, ] ).(\ 
2<H15, by an liorized agency official.*. Coriiinnntinri of accepted muni* 
nations will l*» made in advance of each session. Dcadliiu dates for 
receipt of nominations and continuation of arcep ance will he listed 
In (lie program announcement to be issued at lat- c datis. 



MANAGEMENT vJF SCIENTIFIC AND ENGINEERING 
ORGANIZATIONS 
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Other Information 

Agencies may obtain further information by calling 032-5002, or code 
101, extension 25062. 



EXECUTIVE SEMINAR IN MANAGEMENT 
INFORMATION THEORY 

Civil Service Commission 

A 2-day »eminur to be conducted two limes per yea: at the Civil 
Service Commission, 1900 E Slreel NW. 

Description 

This is one of a series of three courses covering management informa- 
tion systems. The objective of is seminar is to explore the concept 
of management information in the context of organizational struc ture. 
The topics discussed will include; (1) The scope and objectives of 
management information systems; (2) the determination of manage- 
ment information needs; (3) the role of the manager in designing a 
management information system; (4) organization and control of a 
management in formation system; and (5) the impact of computer 
technology on the design of information systems for management 
and the future of man-machine systems. Emphasis will l>e placed on 
the concepts which underlie the development of n management infor- 
mation system. 

Who May Attend 

Career executives GS-14 and above, or equivalent, are eligible to 
attend. 

Ilotc To Make Nominations 

Nominations should be submitted to the Management Sciences Train- 
ing Center, Bureau of Training, l\S. Civil Sendee Commission, 1000 
E Street \W., Washington, IUV 20415. Nomination-Registration for 
Training forms (Optional form 37) must be completed for each 
nominee. 

Other Information 

Further information may be obtained by telephoning area code 202, 
632-5000. or IDS code 1*1, extension 25600. 
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EXECUTIVE SEMINAR IN MANAGEMENT 
REPORTING SYSTEMS 

Civil Service Commission 

A 3-day program to be conducted Iko limes per year at tbe Civil 
Service Commission, 1900 E Sircti MW. 

Description 

This is one of a scries of three courses covering management informa- 
tion systems. The purpose of this 3-dav seminar is to bring to the 
attention of Government executives example* of single agency report- 
ing systems. I*>th manual and automated, which are designed to assist 
management in the exercise of its planning and control responsibil- 
ities. It • ill also cover t tends of development of information system* 
for community of agencies havhig common major categories of infor- 
mation requirements, ('uses from government and private sectors of 
the economy, lectures, and group discussion, will be ireil extensively 
to increase knowledge, insight and understanding of tin*, subject, 
Topics to J >e covered include: (u) agency operational systems (scien- 
tific. technical, and administrative) ; (&) trends and developments of 
interagency management inform, it ion systems in such areas as law 
enforcement, foreign utTuirs, and economic programs: (r) approaches 
and techniques used; (d) problems encountered in the establishment 
of single agency and interagency systems and (e) means used or 
suggested for achieving results. 

Who May Attend 

Carter executives, GS-14 and above, or equivalent, are eligible to 
attend. 

Hoic To Make Nomination* 

Nominations should l>e submitted to the Management Sciences Train- 
ing Center, llureau of Training, l\S. Civil Service Commission. 1000 
E Street MV., Washington. ]>.<'. *20115. Nomination-Registration for 
Training forms (Optional form 37) must l>c completed for each 
nominee. 

Other information 

Further inf mint ion may l>e obtained by telephoning area code 202, 
03*2-5050. ,-jr IDS code 101, extension 25000, 
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EXECUTIVE WORKSHOP IN THE DESIGN OF A 
MANAGEMENT INFORMATION SYSTEM 

Civil Service Commission 

A 4-day program to be conducted two times per year at the Civil 
Service Commission, 1900 E Street ISW. The workshop will 
in two 2-day sessions during two consecutive weeks to allow for 
adequate time for homework and special assignments. 

Description 

Tlrs is one of a scries of three courses covering management informa- 
tion systems. This program is designed as a supplement to and expan- 
sion of materials presented in the Executive Seminar in Management 
Information Theory and the Executive .Seminar in Management Re- 
porting Systems. Its focus will be on the actual design of an informa- 
tion system, rather than on the theoretical elements involved. Partici- 
pants \* il 1 be assigned to work teams who will be responsible for 
designing and presenting a briefing on their chosen system to the class. 
Evaluations of each system will be conducted by a panel of expet ts. 
The workshop will cover such topics as (a) documentation ; (//} iej>ort 
design and audit ; (e) file structure : (d) classification and coding; (c) 
computer elements; (/) planning, controlling, cost estimating, and 
evaluating management information systems. 

Who May Attend 

This program is intended primarily for }>orsons in any management 
specialty who have res[K>nsibility for any one or more key elements of 
information systems design within their agencies. 

How To Make Nominations 

Nominations should bo submitted to the Management Sciences Train- 
ing Center, Rurenu of Training, U.S. Civil Service Commission, 1000 
E Street XW., Washington, D.O. 20415. Nomination-Registration for 
Training forms (Optional form 37) must be completed for each 
nominee. 

Other Information 

Further information may l>e obtained by telephoning ar a code 202, 
632 -5000, or IDS code 101, extension 25GOO. 
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EXECUTIVE SEMINAR IN STATISTICAL SCIENCE 
FOR MANAGEMENT 



Civil Service Commission 

A 2-day program lo be conducted two times per year at the Civil 
Service Commission, 1900 E Street, i\W. A similar program is 
conducted by the San Francisco and New York Civil Service 
Commission RegiortS. 

Description 

This seminar is designed to examine and discuss useful principles and 
actual and potential applications of statistical science in executive 
decision making. Extensive use will he made of case studies, lectures, 
and seminar discussions on practical and frequently used statistical 
principles and techniques in Government ojk* rations. Specific subjects 
treated will he: (</) the modern definition of t lue Science of Statistics; 
(b) approaches to quantifying management and operational problems; 
(r) some basic statistical principles and concepts including elements 
of pro bability and risk; (r/) Sampling — with specific applications in 
factfinding for inventory, cost estimation, legislation, etc. ;(r) Quality 
Control — with Seville applications in management control system; 
{/) Correlation Analysis — with specific applications in forecasting 
and cost analysis; (</) pitfalls and misuses of statistical techniques: 
and (/j) sul.antiurc.s of Statistical Science to management. 

U’ho May Attend 

Career executives GS-H and above, or equivalent, are eligible to 
attend. 

Note To Make i\'on]ination$ 

Nomination should l>o submitted t f > the Management Sciences d rain- 
ing Center, Bureau of Training, l\S. Civil Service Commission, I f M t 
K Street, XW\, Washington. Il.(\ ^Of 15. Nomination-Registration for 
Training forms (Optional form d-5?) must be completed for each 
nominee. 

Other Information 

Further information may he obtained by telephoning area rode 2 f >-\ 
G VJ-.Vloo, or ICS code HU, extendon Contact regional Induing 

institutes for information about their programs. 
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LABOR RELATIONS SYMPOSIUM FOR 
EXECUTIVES 

Civil Service Commission 

A one-half to 1-day program (Note: Thi» rour*e adopts some of 
the subject matter contained in the present courses: Manage- 
ment and the Negotiated Agreement and Seminar in Labor Rela - 
lion t and Personnel Management for Execuliret. The basic design 
is new as arc the materials. The present courses will be dropped. 
This course will be packaged in two forms, and a possible third. 
The first will be delivered at an agency on a half-day basis at 
no charge to the agency, the second at the Commission two 
hours a day, once a week over a four week period, and the third 
as a week-long residential offering incorporating more sub- 
ject matter.) 



Description f 

This course is designed to orient government executives to the impact 
of collective bargaining on them, the development of a management 
philosophy in working with the collective bargaining process and their 
role in public sector labor relations. 

Who May Attend 

Those executives who are charged with the responsibility of promul- 
gating government policy and administering it. 

How To Make Nominations 

Nominations should be submitted on Optional Form 37 by authorized 
agency representatives to the Director, Labor Relations Training ren- 
ter, Bureau of Training, U.S. Civil Service Commission, Washington, 
D.C. 20415. Exact course dates, cost, deadline dates for receipt of 
nominations, and dates for confirmation of acceptances will 1*? listed 
in individual course announcements which will reach agencies 0 weeks 
before the course. 

Other Information 

Agencies may obtain further information by calling 032— 1 110 or code 
101, extension 24410. 
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Management Development 



MIDDLE MANAGEMENT INSTITUTE 
Civil Service Commission 

A 1‘VCck program to be conducted, once each quarter during fiscal 
year 1972 at the Civil Service Commission, 1900 E Street INW. 

Description 

Tlu* institute will provide u broad view of (ioverniuent operations and 
the functions of management. It will serve as an updating experience 
and review for the experienced manager, and an introduction for the 
new manager. The institute is huilt around core subject matter of 
fundamental modern management theory and practice. Emphasis is 
given to the functions of : Planning, controlling, organizing, stalling, 
communicating, directing, and decision-making. Other topics nuv be 
included to give current perspective or because of their pailn-nlnr 
topical interest. Examples of these might l>c: Programing, bud -eting 
systems; intergovernmental relations; and science, and timer ..ment. 
(■nest lecturers and small group workshops are the method’ of pres- 
entation. Assigned readings are also provided. 

Who May Attend 

The institute is designed for persons serving in management hold- or 
programs, (JS-11 to (»S-1I, or Of|mvalent, who have demount i ited 
ability and shown potential for holding more responsible in iicig- iuciit 
posit ions. 

Hou To Make Nominations 

Nominations should be submitted bv authorized iWfeiiey officials in 
priority order to: Director, (ienerul Management Training renter, 
U.S. Civil Service Commission, Washington, 1>.(\ 2ull.V Pairs of 
institutes will l>e puhlislicd in announcements issued prior to t c nder- 
ing of institutes. 

Other information 

Substitutions of eligible participants may Ik* made up to the beginning 
of the program. Furl her information may I>e obtained by calling 
63*2- .‘►662 or a nlc 1 0 1 , e x t e n si on 2o6fvJ . 
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MANAGEMENT AND GROUP PERFORMANCE 
Civil Service Commission 

A l*Hoek program offered 3 times per year at the Civil Service 
Commission, 1900 E Street IVW. 

Description 

This course is designed to provide new and experienced managers, 
above the first level of supervision, with a greater insight into the na- 
ture of their jolts and with a conceptual framework which will allow 
them to approach the managerial job on a logical, rational, rather than 
intuitive basis. Participants will analyze their jobs in terms of what 
they do. how they do it, and why they do it the way they do; and will 
practice and evaluate other ways of performing the managerial job. 
Topics covered include : An analysis of the managerial job, how super- 
visory and managerial jobs differ, how we manage and why we man- 
age as we do, monitoring the Managerial world, elements of success fc 1 
negotiations with line and staff, managing conflict and inducing coop- 
eration, and establishing, maintaining, and using comimmcations. Pre- 
course preparation includes assigned reading and answering a ques- 
tionnaire dealing with the participants' work act ivit ics. 

Who May Attend 

Since the course is designed specifically for manage tv, ..otninecs should 
be al>ovc the first level of supervision ; typically, they should direct the 
activities of sulxmlinatc supervisor and work groups. Within these 
guidelines, managers at CiS-PJ and above (or equivalent) may lx* 
nominated. 

Note To Make nominations 

Nominations should lie submitted, in priority order, to the Director, 
(ictienil Management Training Outer, T.S. ('ivil Service Commis- 
sion, Washington, D.C. 20415. Detail nomination procedures and dead- 
line dates are published in individual announcements. 

Other Information 

Organizations nominating more than one individual should indicate 
the priority order in which their nominees should l»c considered. Sub 
stitutimis may Ik* made up to the loginning of the program, hut since 
MibstituK’s who are designated late will l*o unable to complete the 
advmv'o reading for the program, agencies aiv requested to make as 
few substitutions as |tns>iMc. Class size will 1 >o ivstiictrd to Jo partici- 
pants. Inquiries should l*e directed to the I Jinx-tor, (ieneral Manage- 
ment Training Center, 632-5G71, or code 101, extension 25G71. 
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MANAGEMENT AND GROUP PERFORMANCE: AN 
INSTITUTE FOR TRAINERS 

Civil Service Commission 

A 4-daj program offered on an “a§ needed” basis at lhe Civil 
Service Commission, 1900 E Street NW., and at various of the 
Civil Service Commission Regional Offices. 



Description 

This institute is designed to equip agency instructors to present the 
Civil Service Commission course. Management and Group Perform- 
ance. The fundamental concepts supporting t lie course structure will be 
examined in detail. Workshop experience will lx? gained in dealing with 
the molt* difficult portions of the course. Participants who successfully 
complete the. institute by demonstrating their nnderst a niling of the 
subject matter and their ability to present the material as specified will 
receive a copy of the Instructors Guide to Management and Group 
l>erforiiiance and a cortiticatc authorizing them to instruct the course. 

W'ho May Attend 

Attendance is conditional upon prior attendance at n regular presen* 
tat ion of Management and Group Performance. A high level of skill 
in conference leadership is particularly important to successful 
performance. 

Hoic To Make Nominations 

Arrangements to schedule j>otontial instructors through both the negu* 
lar course and the institute should bo ma le as far in advance as possible 
by contacting Ihrcctor, General Management Training ('enter, U.S. 
Civil Service Commission, Washington, l).C. 20115, or by calling 63- 
25071, or code 101, extension *25071. 

Other information 

A minimum of three participants will be required to schedule an 
institute. 
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MANAGEMENT CONDUCT AND THE 
UNION ORGANIZING CAMPAIGN 

Civil Service Commission 

A 3-day course to be held periodically at the Civil Service Com- 
mission, 1900 E Street NW, 

Description 

This course is designed to cover the following subject matter for 
government managers: The development of a management philos- 
ophy, union organizing tactics, competing unions, management 
rights, avoidance of unfair labor practices, unio 1 unfair labor prac- 
tice cases, the election petition and management pre-election conduct. 

Who May A tlend 

Those middle managers who arc involved administering policy and 
directing the delivery of services in accordance with agency missions. 

Hoic To Make Nomination* 

Nominations should be submitted on Optional Form 37 by authorized 
agency representatives to the Director, Labor Relations Training Cen- 
ter, Rureau of Training, U,S. Civil Service Commission, Washington, 
D,C, 20415, Exact course dates, costs, deadline dates for receipt of 
nominations, and dates for confirmation of acceptances will be listed 
in individual course announcement which will reach agencies G weeks 
before the course. 

Other Information 

Agencies may obtain further information by calling C>3*2 — 14 10 or code 
101, extension 24410, 



THE ROLE: OF THE FEDERAL MANAGER IN EQUAL 
EMPLOYMENT OPPORTUNITY 

A 3-d it cod rw held twice a year *t the Civil Service CommiMion, 

1900 E Street NW. 

Description 

Provides increased factual understanding of the background of dis- 
crimination and equal employment opportunity ; a givalor npprevia- 
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tion of the effects of discrimination; and information on how to 
develop and cany out a positive equal employment program in 
conformance, with national policy. 

Who May Attend 

Supervisors and managers, GS-1'2 and above (or equivalent). 

Hotc To Make Nominations 

CSC nomination forms (Optional Form 37) should be submitted by 
authorized agency representatives to t lie Director, Personnel Manage* 
ment 'braining ('enter, Bureau of Training, l T .S. Civil Service Com- 
mission, Washingtoni D.C. 20115. Extact course dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of ac- 
ceptances will be listed in individual announcements which will reach 
agencies G weeks before the course. 

Other Information 

Agencies may obtain further information by calling 632 -5636 or code 
101, extension 2563G. 



MANAGER'S ROLE IN PERFORMANCE 

EVALUATION 

Civil Service Commission 

A 3-<!*y covtm' lo be held annually al the Civil Service CommiMion, 
1900 E Slr«* NW. 



Description 

Treats performance evaluation as a continuing rather than an annual 
responsibility ; discusses establishment of performance standards, eval- 
uation interviews, incentive awards, and motivation. 

Who May Attend 

Managers, GS-1‘2 and above (or equivalent). 

Hotc To Make Nominations 

CSC nomination forms (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
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ment Training; Center, Hureati of Training, 1 T .S. Civil Service Com- 
mission, Washington, D.C. 20415. Exact course Oates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of accept- 
ances will ho listed in individual announcements which will reach 
agencies G weeks before the course. 

Other Information 

Agencies may obtain full her information by calling 632-50*16 or code 
101, extension 25G3G. 



MANAGER’S ROLE IN STAEFING 
Civil Service Commission 

A 3-day course field annually u llie Coil Sen tee Conimi^ion, 

1900 E Street NW. 

Description 

Outlines Federal examining, reernit incut, and selection proved ires 
from the jKiint of view of information needed hv those who are not 
jKU'sonnel specialists; discusses j>orsojim»] measurement hvliniipies in 
terms of their value to the manager; explains current deielopments in 
qualification standards, joli design, and inani>ower utilization. 



ff ho May /fflenri 

Managers, GS-12 and above (or equivalent). 

Iloic To Make Xominations 

CSC nomination forms (Optional Form 37) should le submitted by 
authorized agency representatives to the Director. lVivoniicl Manage- 
ment Training Center, Bureau of Training, l‘.S. Civil Service Com- 
mission, Washington, D.C. 20415. Exact course dates. cost, deadline 
dates for receipt of nominations,, and dates for i onlirmitinn of accept- 
ances will lx* listc<l in individual announcements w)iich will reach 
agencies 6 weeks before the course. 

Other Information 

Agencies may obtain furtlier information by calling t»:VJ-.VV3fi or code 
101, extension 25636. 
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POSITION CLASSIFICATION FOR MANAGERS 
Civil Service Commission 

A 3-day course held annually at the Civil Service Commission, 

1900 E Street ISW. 

Description 

Explains the values of sound position classification in achieving overall 
program goals; outlines (he responsibilities of managers in the classi- 
fication process, iti relation to the classification staff and to their own 
subordinates; discusses means of achieving closer cooperation between 
managers and the classification staff. 

Who May Attend 

Supervisors and managers, GS-12 and above (or equivalent) . 

Hoic To Make Nominations 

CSC nomination forms (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Hurcaii of Training, U.S. Civil Service Com- 
mission, Washington, I).C. 2041a. Exact course dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of ac- 
ceptances will 1h» listed in individual announcements which will reach 
agencies G weeks l>efotx > the course. 

Other fn/ornmfion 

Agencies may obtain further information by calling G32-5G36 or code, 
101, extension 2563G. 



THE MANAGER’S ROLE IN EMPLOYEE 
DEVELOPMENT 

A 3 -day course to b* held annually r.l the Civ i I Service Commission, 

1900 E Street NW. 

Description 

Introduces the Government manager to concepts and principles which 
will enable him to understand the learning and training process, niul to 
utilize these concepts and prii ciples Ixrtli in self-development and the 
development of his subordinates. 
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Who May Attend 

Managers at GS-11 and above (or equivalent). 

How To Make Xoi?iinations 

CSC nomination forms (Optional Form 37) should I >c submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Outer, Bureau of Training. T\S. Civil Service Com- 
mission. Washington. I),(\ 20llii. Kxaet course dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of accept- 
ances will he listed in individual announcements which will reach 
agencies t> weeks before the course. 

Other Information 

Agencies may obtain further information by calling 632-f»G3f> or code 
101, extension 25G3G. 



Civil Service Commission 

A 2 -day program "scheduled periodically lo meet pgrnry demand. 

Description 

The course emphasizes the importance of the r >le of the manager in 
modern organizations in achieving organizational upward mobility 
objectives. The program oilers insight for managers into the problems 
and challenges which their sulxmlinales face in siq^rvising low -skilled 
employees. The complexity of responsibility to the low* level w ork fotve 
is examined and brought into focus. 

Opjmrt unities ami responsibilities for the manager are considered 
which are sup|x>rtivc of sul>ordinatc siquu visors who are attempt ing to 
f til till their ivs|»onsihilities and de\e|op more effective relationships 
with their low-skilled employees. The e\[>cctations of higher level 
management for implementation of organizational policy a reexamined 
as an add it ional definition of the managerial role. 

RTio May Attend 

The course is designed to moot the needs of malingers whose sul>ordi- 
nalr snpervisoi's nix' rc p risible for low skilled employees. 



THE MANAGER’S ROLE IN SUPERVISION OF LOW- 
SKILLED EMPLOYEES s A MANAGEMENT 
ORIENTATION 
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How To Moke Nominations 

Arrangements to schedule potential instructors through both the regu- 
lar course and the institute should lx* made as far in advance as possi- 
ble by contacting Director, General Management Training Center, or 
by calling 632-5671, or code 101, extension 25671. 

Other Information 

Approximately ‘20 participants are expected for this management 
orientation program. 



MATHEMATICS FOR MANAGERS 
Civil Service Commission 

An ll.weck program scheduled two times per year at the U.S. 

Civil Service Commission, 1900 E Street NW« The class wilt meet 
1 day each week, in two 3-hour segments, from 9 a.m. lo 12 
noon and from 1 p.m. to 4 p.m. for a total of 66 classroom hours. 

A similar program is conducted by the San Francisco Coil Service 
Commission Region. 

Description 

This is a compact survey course of mathematics for managers. It can 
serve as either a refresher in or ait introduction to major divisions of 
contemporary applied mathematics. It covers algebra, trigonometry, 
analytic geometry, calculus, vectors, matrices, set theory, logic, Bool- 
ean algebra, probability- statistics, and other related topics. A detailed 
syllabus, inclining problems developed by the faculty s|>ocifica11y for 
the course, will provide the principal medium for instruction. Home- 
work assignments will 1* made following each session to reinforce 
classroonv presentat ion. At the conclusion r.f the course participants 
will have suflicient understanding of the essential elements of practical 
mathematics to: (1) Communicate elTectively with specialists; (2) 
read ami comprehend quantitatively oriented texts and reports; (3) 
recognize problems amenable to .Mathematical approaelies: and (4) 
interpret intelligently and evaluate with confidence the net results 
of such approaches. 

Who May Attend 

t 'a revr managers, GS -14 and alxne or equivalent, arc eligible to attend. 
An understanding of basic algebra ciiher brought to t ho program or 
gained through class and home study, will serve as a basis for much 
of tbe mathematics presented. 



53 . 



37 



How To Make Nominations 

Nominations should bo submitted to the Management Sciences Train- 
ing Center, Bureau of Training, U.S. Civil Service Commission, 1000 
E Street NW., Washington, 1).(\ 20415. Nomination-registration for 
training forms (Optional Form 37) must he completed for each 
nominee. 

Other Information 

Further information may l to obtained by teleplioning area code 202, 
032-5000, or IDS code 101, extension 25000. Contact regional training 
institutes for information about their programs. 



MATHEMATICS FOR MIDDLE MANAGERS 
Civil Service Commission 

An 8-weck program scheduled two limes per year a! the U.S. 

Civil Service Commission, 1900 E Street NW. The class nil! n\ccl 
1 day each week for 7 weeks nml on 3 consecutive days during 
the eighth *eek. Two 3-hour unit* of instruction will be covered 
cacli day from 9 a.m. to 12 noon ami from 1 p.m. to 1 p.m. for 
a total of 60 classroom hours. 

Description 

This program is designed to provide a practical survey and introduc- 
tion to mathematics and calculus: statistics and probability; and of 
applications of modern analytical techniques for midtile managers. 
Jt covers such topics as real uuiuUts and their uses; elementary func- 
tions; analytical geometry; elementary calculus; methods % f optimi- 
zation : Boolean algebra ; probability; statistical methods: approaches 
to management decisionmaking: techniques of quantitative analysis; 
and construction and use of models. A detailed syllabus containing 
practical problems will provide the principal medium for instruction. 
Homework assignments will Iv made follow ing cadi session to rein- 
force classroom instruction. At the conclusion of the course, partici- 
pants will have sufficient understanding of the essential elements of 
mathematics to (1) more readily recognize management problems 
amenable to niathctuatical -statistical approaches: r 2) more r fleet itoly 
communicate with managers and specialists ; and ( •» \ comprehend and 
utilize quantitatively oriented reports. 

Who May Attend 

Career middle managers, (iS O to (JS 13, or equivalent, are eligible 
to attend. An understanding of basic algebra either brought to the 
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program or gained through class and home study, will serve as a basis 
for much of the mathematics presented. Preference will bo given to 
those participants whose work requires a practical knowledge of 
applied mathematics and statistics, 

Hotc To Make Nominations 

Nominations should lx* submitted to the Management Sciences Train- 
ing Center, Bureau of Training, U.S. Civil Service Commission, 1900 
E Street MV., Washington, D.O. 20415. Nomination-registration for 
training forms (Optional Form 37) must be completed for each 
nominee. 

Other Information 

Further information may l>c obtained by telephoning area code 202, 
032-5 COO, or IDS code 101, extension 25C00. 

/ 

INTRODUCTION TO SUPERVISION 
Civil Service Commission 

A l>wc(k program offered 12 limes a year at the Civil Service 
Commission, 1900 E Street NW. 

Description 

The newest of the four first level supervisory courses, Introduction to 
Supervision, joins Basic Management Techniques I, Supervision and 
Group Performance and Basic Management Techniques II to form 
the basis of a supervisory development program offered by the Gen- 
eral Management Training ('enter. This course is designed to provide 
1 lie new supervisor with a foundation in the principles and practices 
of supervising employees. It introduces him to the basic legal require* 
incuts affecting t lie management of government employees and to 
selected managerial concepts and techniques which can be studied at 
greater depth in the more advanced courses mentioned above. Topics 
covered include: Personnel Management and the Supervisor; Merit 
Promotion; Sociology of Work. Employee Management Ooopera* 
(ion; Principles and Prr ct ice of Supervision ; Dynamic Leadership: 
Processes of Problem Solving: Training for Results; Health Safety 
and Accident Prevention: Equal Employment ()p|>ortunity ; Improv- 
ing Communication ; Self-Development. 
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Who May Attend 

This course is meant for the employee who is about to or has recently 
made the transition to a lirst level supervisory position. It is also of 
benefit to experienced firstline supervisors who have not yet had formal 
training, 

Hoic To Make Nominations 

Nominations should be submitted by authorized agency officials in 
priority order to: Director, General Management Training Center, 
l\S. Civil Service Commission, Washington, D.C. 20415. Dates of 
courses will be published in announcements issued prior to the offering 
of the course. 

Other Information 

Participants are expected to attend all sessions of the course. Further 
information cun be obtained by calling 032-5071, or 101, extension 
25671. 



INTRODUCTION TO SUPERVISION: AN INSTITUTE 
FOR TRAINERS 

Civil Service Commission 

A 4 da> program offered ciglil lime* a jear al die Civil Service 
fom mh»ion* 1906 E Slrecl NW,* and al \ariou* lime* al the Cm! 

Service Regional Office,. 

Description 

The Institute for Trainers is for the purpose of developing instructors 
to lead Introduction to Supervision. Course materials and snppoi ting 
information are examined in detail, and members practice by leading 
various sections of t lie course. Each practice session is followed by 
a critique. Instructors successfully completing the institute will he pre- 
sented copies of the Instructor's Guide and will be certified as instrue- 
tors of Introduction to Supervision. 

Who May Attend 

Prior attendance of a regular presentation of Introduction to Super- 
vision is required for participation in an Instructors Institute. Skill in 
conference leadership is important for successful pci fornmire. 
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Hoic To Make Nominations 

Arrangement to schedule potential instructors through both the regu- 
lar course and the institute should be made as far in advance as possi- 
ble by contacting: Director, General Management Training Center, 
U.S. Civil Service Commission, Washington, D.C. 20415. 

Other Information 

A minimum of three participants will be required to schedule an in- 
stitute. Further information may be obtained by calling G32-5GG2 or 
code 101, extension 25GG2. 



BASIC MANAGEMENT TECHNIQUES I 
Civil Service Commission 

A hvtck program offered 8 time* a year at the Civil Service 
Commission, 1900 E Street ISW, 

Description 

This course will examine in considerable detail the management proc- 
esses of planning, scheduling, organizing, and controlling. Each topic 
will he presented by lecture, demonstration and brief reading followed 
by supervised workshop experience. The aim in every case is the de- 
velopment of a specific management skill. Topics to be covered include: 
The Responsibilities of Supervisors; the Planning Process; the Ration- 
ale of Organization; Basic Departnientation; Assignment of Work 
and Work Distribution; the Scheduling Process; Principles of Direc- 
tion; the Order Giving Process; Simplified Critical Path Method; 
Control Techniques; Graphic Planning Devises (including 4< Gantt M 
charts and Document Distribution charts); and Planning Personal 
Tune. Basic Management Techniques I, together with Introduction to 
Supervision, Sujwrvision and Group Performance, 'and Basic Manage- 
ment Techniques II are designed for use in establishing management 
development programs for lirstline supervisors. 

Who May Attend 

The program is designed for firstline supervisors, and is not recom- 
mended for those in nonsupervisory staff posit ions. 

Ifoir To Make Nominations 

Nominations should be submitted by authorized agency officials in 
priority order to: Director, General Management Training Center, 
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TT.S. Civil Service Commission, Washington, D.C. 20115. Dates of 
courses wilt l>o published in announcements issued prior to the offering 
of courses. 

Other /rt/ormafion 

Classes are limited to 20 participants. Further information may be 
obtained by calling’ 0*52-5071, or code 101, extension 2507 1. 

BASIC MANAGKMKNT TKCIIMQLKS I 

National Bureau of Standards, Department of Commerce 

A l-*.cek program offered 2 times a year at the National Bureau 
of Standards Gaithersburg, Maryland. 

Description 

An introduction to the functional aspects of management. The course 
examines the management process of planning, scheduling, organizing 
and controlling. It relates each of these concepts to spceilic manage- 
ment skills and develops insight into the art of supervision. 

Who May Attend 

'['lie program is designed for lirstliuc supervisors, and is not recom- 
mended for those in mmsnpervisory stall' positions. 

Hoiv To Make A dominations 

Nominations should l)e submitted by authorized ofiieials in priority 
order to: Mr. Karl K. Bell, Kinployoe Development and Relations 
Section, National Bureau of Standards, Washington, D.C. 202*11. 
(’lasses are limited to a maximum of 20 pai tiri] »nts, Dates of courses 
will he announced in the Intel agency Training Programs Quarterly 
Calendar. 

Other Information 

Participants are expected to attend all sessions. The cost toeacli agency 
is $!Ht jxt participant. Further informat ion may be obtained by calling 
301-021- 3121 or code 1C[-:U21. 
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BASIC MANAGEMENT TECHNIQUES I: AN 
INSTITUTE FOR TRAINERS 
Civil Service Commission 

A 3-day program offered on an “as needed 1 * ba^is ol ihe Civil 
Service Commission, 1900 E Sired 1NW* 

Description 

TIi is institute is designed io equip agency trainers (o present the Civil 
Service, Commission course: Basic Management Techniques I. The, 
course materials and supporting information will be examined in 
clot ail, followed by discussion and workshop experience with the more 
difficult- portions of the course. Instructors successfully completing 
the institute will be presented copies of the Instructors Guide and will 
bo certified as instructors for Basic Management Techniques I. 

Who May Attend 

Attendance is c onditional upon prior attendance in a regular present a - 
tionof Basic Management Techniques I. A background in management 
analysis or associated management sin IT ad ivitios, seems to be essential 
in order to present the course successfully. 



How To Make Nominations 

Arrangements to schedule potential instructors through both the regu- 
lar course ami the institute should he made as far in advance as possible 
by contracting Director, Genera! Management Training Center, or by 
calling (552-5671, or code 101, extension 25671. 

Other Information 

A minimum of five participants will be required to schedule an insti- 
tute. Participation will be limited to eight. 



SUPERVISION AND G RCUP PERFORMANCE 
Civil Service Commission 

A 1-Hcek program offered 12 timm a }<\nr at ibe Civil Service 
Commission, 1900 E Slrocl NW. 

Description 

Supervision and Group Performance will introduce experienced super- 
visors to modern concepts of effective supervision, ha^cd on recent find- 
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ings of social science resea roll. Brief presentations nr readings and 
group participation exorcises are followed by a thorough discussion 
of each topical area, and participants analyze the application of the 
concepts to practical sii|HMvisorv situations. Topics covered include: 
The Job : Placement and Promotion: Why People Behave as 1 hey Do: 
Leadership; Why Groups Act as They Do: Analysis of a Work Situa- 
tion: Steps to Supporting and Remedying: Steps to Major Change; 
Orientation of New Workers: learning; Performance Appraisal: and 
Discipline. Supervision and Group Performance, together with Intro- 
duction to Supci vision, and Basie Management Techniques I and II is 
designed for use in establishing management development programs 
for first line- supervisors. 

Who May Attend 

This course is for tirstline supervisors. Accordingly, nominees should 
Ik» in direct charge of employees who do the work in their organiza- 
tions. Participants aiv divided info classes with similar grade levels, 
i.e., grades GS -1:2 and below orGS-11 and above (or equivalent ). 



Hoic To Make Nominations 

Nominations should he submitted hv authorized agency officials in 
priority order to: Director. General Management 1 raining ( enter, 
r.S. Civil Service Goiiiniission. Washington. 1).(\ tiOUh. Dates of 
courses will he published in announcements issued prior to the ottering 
of courses. 

Other Information 

Participants are exjieeted to attend all sessions. Classes are limited to 
^0 members. Further information can he obtained by calling 
or code 101-25G71, 

SUPERVISION AND GROUP PERFORMANCE 
National Bureau of Standards, Department of Commerce 

A 1-wcck program offered 1 limes a year at the Nrtlien.il Hu re an of 
Standards, Gaithersburg, Md. 

Description 

Census of supervisor problems: the job; filling a job: (lie individual 
at work: the work group: leadership-authority, power and influence: 
observing a group: diagnosing the situation: supporting, remedying. 



and changing; bringing about change: the man in the middle, the 
sujjervisor; the new employee; learning and training; evaluation; 
dealing with departures from standards: when an employee- has a per- 
sonal problem; employee-management relations; summary' and 
evaluation. 

Who May Attend 

This course is designed for first line supervisors. Accordingly, nomi- 
nees should be in direct charge of employees who do the work in their 
organizations. Participants are divided into classes with similar grade 
levels; i.e. grades GS-12 and below or GS-11 and above (or 
equivalent). 

IIoic To Make Nominations 

Nominations should ho submitted by authorized officials in priority 
order to: Mrs. Ann llartlett, Assistant Registrar, National Ifureuu 
of Standards Graduate School. "Washington, I).(\ 20231. Classes are 
limited to a maximum of 20 participants. Dates will be announced in 
the Interagency Programs Quarterly Calendar. 

Other Information 

Participants are expected to attend all sessions. The cost to each 
agency is $00 per participant. Further information may be obtained 
by calling 301-921-3421 or code 164-3421. 



SUPERVISION AND GROUP PERFORMANCE: AN 
INSTITUTE FOR TRAINERS 

Civil Service Commission 

A. 4-day program offered “os needed" al ihc Service Com- 

mission, 1900 E Slrccl NW., and at various of the Civil Service 
Regional Offices. 

Description 

This institute is designed to equip agency instructors to present the 
Civil Service Commission course : Supervision and Group Performance 
for agency sujjcrvisors. The fundamental concepts supporting the 
course structure will be examined in detail, followed by workshop ex- 
perience with the more difficult portions of the course. Participants 
who successful ly c nupleie the institute by demonstrating their under- 
standing of too subjec* matter and their ability to present the material 
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\, il! receive a copy of tlic Instructor's Guide to Supervision and Group 
Performance and will be certified as course instructors. 

W'ho May Attend 

Attendance is conditional upon prior attendance at a regular pres- 
entation of Supervision and Group Performance. A high level of skill 
in conference leadership is particularly important to successful 
performance. 

How To Make Nominations 

Arrangements to schedule potential instructors through both the reg- 
ular course and the institute should be made as far in advance ns possi- 
ble by contacting Director, General Management Training Center, 
U.S. Civil Service Commission, Washington, P.C. 2041m nr by calling 
iuY2- ni >7 1 , or c< m le 101* e xt ensioi got >7 1 . 

Other Information 

A minimum of three participants will be required to schedule an 
institute. 

BASIC MANAGKMKNT TKCMMQUKS !l 
Ct % 3 1 S< i rvlop Commission 

A l»Hook program prcscnlrtl 1 lime* ;» year al the Civil Service 
Conimi^ion, 1900 K Si reel WV. 

Description 

This course is designed tn develop specilic management skills and 
considers in detail the rrsponsibilit ies of Federal service. Knipliasis 
is placed on communication problems and techniques, program plan- 
ning and budgeting, personnel management, con forence leadership, 
interviewing, performance evaluation, principles of induct ive problem 
sohing and decision making. Course materials arc presented by lec- 
ture. demonstration, brief reading and workshop experience. Basie 
Management Techniques II. together with Introduction to Supervi- 
sion, basic Management Techniques 1* and Supervision and Group 
Performance aiv designed for use in establishing management devel- 
opment programs f<u first line supervisors. 
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Who May Attend 

Tho program is designed for supervisor’s GS-11, or equivalent, through 
GS-15. This course is designed for supervisor’s and is not recommended 
for those in nonsupervisory sUil! positions. 



How To Make ISominations 

Nominations should )>e submitted by authorized agency officials in 
priority order to: Director, General Management Training Center, 
IT.S. Civil Service Commission. Washington, D.C. 20415. Dates of 
courses will be publislied in announcements issued prior to the. offering 
of courses. 

Other Information 

Classes are limited to 20 participants. Further information may be 
obtained by calling G32-5G71, or code 101, extension 25G71. 



BASIC MANAGEMENT TECHNIQUES 11 : AN 
INSTITUTE FOR TRAINERS 

Civil Service Commission 

A 3-day program offered on an “as needed’’ basis al die Civil 
Service Commission, 1900 E Slreel iSW. 



Description 

This Institute is designed to equip agency I miners to present the Civil 
Service Commission Course: Basic Management Techniques II. The 
course, materials, and supporting information will be examined, in 
detail, followed by discussion and workshop experience with the more 
diflicult portions of the course. Instructors successfully completing the 
institute will be presented copies of the Instructor's Guide and will 
1 k> cert i lied as instructors for Basic Management Techniques II. 

Who May Attend 

Attendance is conditional upon prior attendance of a regu la r presenta- 
tion of Basic Management Techniques II, A background in personnel 
administration or related activity is desirable. 

How To Make Nominations 

Arrangements to schedule i>oteutiid instructors through both the regu- 
lar course and the institute should be made as far in advance as possible 
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by contacting Director, General Management Training Center, or by 
calling 032-5671) or code 101, extension 20071. 

Other Information 

A minimum of five participants will lie required to schedule an insti- 
tute. Participation will be limited to eight. 

MANAGEMENT INSTITUTE FOR SUPERVISORY 
SCIENTISTS AND ENGINEERS 

Civil Service Commission 

A 5-day program offered October 18-22, 1971 al the Civil Service 
Commission, 1900 E Si reel NW» 

Description 

This institute is ;i survey of management concepts which allows the 
first lino sujku visor to become acquainted with the language and 
methodology of management. The program will examine the special 
nature of the managerial job in K&1) and other engineering and scien- 
tific organisations by identifying the unique motivational characteris- 
tics of technical personnel by discussing the impact of organisational 
structure on the productivity of scientific and engineering groups and 
by exploring the leadership patterns liest designed to :eleuse and ac- 
celerate creativity. The program will also take up such topics as the 
flexibilities of the- Federal personnel system in managing scientists and 
engineers, career development concepts, and the administrative and 
financial practices which permit the most effective direction and 
control of technical projects. The staff for the program is drawn 
from Government agencies, leading industrial organizations, and 
universities. 

ITfco May Attend 

The program is intended for fiistline .supervisors in charge of a work- 
ing technical group or Individual scientists or engineers who an* about 
to assume supervisory responsibility. Part icipants have generally been 
nt the. GS-ll through (IS 1 1 level (or equivalent). 

Uoic To Make Nomination? 

Nominations are to be submitted by authorized agency representatives 
no later than 3 weeks before the loginning date of each program to: 
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Director, Science ami Engineering Training, T T .S. Civil Service Com- 
mission, Washington. D C. 20415. 

Other Information 

Agencies may ol it ain further information hy calling (>32-oGh2, or code 
101, extension -5002. 



SUPERVISION OF LOW-SKILLED EMPLOYEES — 
PROBLEMS AND CHALLENGES 
Civil Service Commission 

A 5-daj program lo be gi.cn quarlcrly, al llie Ghll Service 
Commission, 1900 fc Slrecl NW« 



Description 

The program stresses the principle that meaningful employment can 
fulfill a variety of basic needs. There is some analysis of past and cur- 
rent experiences that have proven productive. Topics include.: (o) 
Management commitment: (fl) value systems: (r) acceptance ami 
orientation; {<?) joh instruction: (< ) coaching and reinforcement : and 
(f) evaluation methods. Films, ease studies, workshop exercises, and 
role playing involve supervision in situations that simulate real 

problems. 

Who May Attend 

This course is designed to meet t lie needs of supervisors at an;, level 
vho have responsibility for the orientation, training and development, 
and work performance of low-skilled workers. 

How To Make Nominations 

CSC nomination forms (Optional Form 37) should be submitted by 
authorized agency representatives to the Diivctor, General Manage- 
ment Training Center, Human of I raining, l .S. ( ivil Service ( run- 
mission, Washington, 1).(\ 2*1 1 1ft. Accepted nominations wil 1 be 
eonlinned in advance- of each session. Deadline date* for receipt of 
nominations and eonfirination of acceptance will be lifted in the course 
announcement to be issued later. 

Other information 

The cost of the program will W* pirated among th* participating 
agencies. Agencies will he billed for all accepted nominees unless 
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formal cancellations are received 1 >v the announced cancellation date. 
Substitutions of eligible participants may he made up to the loginning 
of the program. Further information may he obtained hy calling 
632-5671 or code 101, extension 25671. 



, SUPERVISION OF LOW-SKILLED EMPLOYEES: AN 
INSTITUTE FOR INSTRUCTORS 

Civil Service Commission 

A 3-day program offered “as ncedcd ,, at t lie Civil Service Com- 
mission, 1900 E Slrcel NW. 



Description 

The institute is designed to provide direction and guidance to prospec- 
tive instructors of the course, Supervision of Ixnv-Skilled Employees. 
An in-depth examination of the subject matter is made in order to 
reinforce comprehension of the theories, principles, and rationale 
underlying the course concepts. In the prncticuin, each participant is 
afforded several opportunities* to present segments of the course mate- 
rial, assimilating tlic techniques utilized and the conditions found in 
an actual training setting. Presentations arc taped on a video recorder 
for subsequent playback in order that the participant might make self- 
appraisals and observations of his performance. Following his pres- 
entation, the participant bus the benefit of oral critiques. 1 pon 
successful completion of the institute, participants will receive a copy 
of the Instructor’s Guide to Supervision of the Low-Skilled Employ- 
ees and will be certified os course instructors. 

Who May Attend 

The course is designed to he responsive to the needs of prospective 
instructors of the course, Supervision of I/uv-Skilled Employee*. 
Prior attendance nt a regular presentation of Supervision of Low- 
Skilled Employees is a prerequisite for attending the institute. 

How To Make Nominations 

Arrangements to schedule potential instructors through both the 
regular course and institute should W made by contacting the Director, 
General Management Center. C.S. Civil tar Gee Commission. Wash- 
ington, I),C. 20415, or by calling 632 5671 or code 101, extension 
25671. 
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Other Information 

A minimum of three participants will be required to schedule an 
insCtute. 

COUNSELING LOWER LEVEL EMPLOYEES 
Civil Service Commission 

A 5-day course to be held twice a year al the Civil Service Com- 
mission, 1900 E Street NW. 

Description 

Fccnseson the career counseling and guidance role and responsibilities 
of the counselor, the agency and the Civil Service Commission in the 
Upward Mobility and Public Service Careers programs. Provides 
knowledge and skills in principles and methods of counseling adults, 
interviewing and counseling the under utilized and disadvantaged 
a Till helping new employees adjust to the world of woik, Participants 
will have the opportunity to role play sis counselors in practice sessions 
which simulate actual counseling situations. 

Who May Attend 

Persons who counsel lower-level employees and have not had previous 
training or experience in counseling underutilized employees with 
limited skills or long periods of unemployment. 

lloic To Make Nominations 

CSC nomination forms (Optional Form 37) should bo submitted by 
authorized agency representatives to tin*. Director, Personnel Manage- 
ment Training Center. Iturenu of Training, l\S. Civil Service Coin 
mission. Washington, I>.(\ 201 In. Exact course dates, cost, deadline- 
dates for icccipi of nominations, and dates for continuation of ac- 
ceptances will b* listed in individual announcements which will reach 
agencies (> weeks before the course. 

0//icr Information 

Agencies may obtain further information by calling fi.’W- jfl.’Ul or code 
HU, extension 25036. 



51 




PERSONNEL MANAGEMENT FOR SUPERVISORS 
Civil Service Commission 

A 3-day course held annually at tfcc Civil Service Commission, 

1900 E Street NW. 

Description 

Covers knowledges the first-line supervisor should have concerning 
personnel processes and principles for effect i\ performance of his 
job, unhiding the supervisors role in the scion ion, orientation, and 
development of employees; maintaining morale aid productivity: 
performance evaluation; discipline and adverse notion - : and relations 
with tlte operating personnel office. 

Who May Attend 

First-line supervisors GS-7 through li>, {for equivalent). 

Ho‘c To Make A T ommar/ons 

CSC nomination forms (Optional Form *37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center. Bureau of Training, D.S. Civil Service Com- 
mission, Washington, T).C. 201 lh. Exact couise dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of ac- 
ceptances will bo listed in individual announcements ’ Inch will reach 
agencies G weeks before the course. 

Other Information 

Agencies may obtain fuiilier information by calling 0.32-5030 or code 
101, extension 20030. 

CONTRACT ADMINISTRATION FOR SUPERVISORS 
Civil Service Commission 

A 3-1 dj) course held annually al ihc C'i v i I Service ('oi.iini* ion, 

1900 E Slrctl NW. 

description 

This com^c is designed to prepare line foremen, supervisoi's and man- 
agers to deni with tile union steward, est 1 blish a working relationship 
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with the union, represent public management and administer the 
collective bargaining agreement on a day-to-day basis. 

Who friay Attend 

Those supervisors and foremen who are or may be called upon to 
administer ti contract and pnx'css grievances at the first an 1 second 
level of public management. 

How To Make Nominations 

Nominations should be submitted on Optional Form *17 by authorized 
agency representatives to the Director, Labor Relations Training 
(V n ter. bureau of Training. I \S. Civil Service Commission, Wash- 
ington. D.C. ^0H5. Exact course dates, cost, deadline dates for receipt 
of nominations, and dates for confirmation of acceptances "ill be lisle 1 , 
in individual course’ announcement which will roach agencies 6 weeks 
before t he eouise. 

Other Information 

\g» ic.s nun obtain further information by calling or 

code 101, extension 24 110. 



MANAGEMENT INTERN TRAINING 
Civil Servce Commission 

Hie following group of interagency courses are ottered by the Civil 
Service Commission to Mipplement agency training pmginms for 
Management luteins and others in comparable programs. The Man 
iigcmont Intern Ixwtirv Program, which is designed as a general 
intioduction to the Government us a place to build a career, is appro- 
priate for all interns regardless of their ahicational background. Other 
courses are intended to supplement individual education and experi- 
ence. in government and management. An opportunity is thus provided 
for eon billing into a training program those courses geared to an 
intern's specific needs. Agencies are therefore urged to counsel with 
their interns and to nominate them for those courses whiih will l>e>t 
liel|> them prepare fora management career in the public service. 
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THE MANAGEMENT INTERN LECTURE PROGRAM 
Civil Service Commission 

A 3-day course offered October 18—20, 197! at the Civil Smite 
Commission, 1900 f, Street NW, 

This course has 1 x}en designed for all Mai foment Interns and others 
hi com pat a bio programs and has three objectives: to bring about- a 
broader understanding of the Governments organizational and pm- 
grammatir response to the, issues facing America in the 1070 s: to 
create an increased awareness of the Government-wide nature of some 
of the issues and the interdependenre of va*. ion., agencies* programs to 
deal with them; and to indicate lx>lh t he opi>ortiinitiof» and responsi- 
bilities faring those who seek a management car«er in the Govern- 
ment. The program will consist of lectures and panel presen tat ions 
interlaced with tptestions and discussions. 

Who May Attend 

All persons appointed from the management intern register of the 
Federal Service Entrance Examination are eligible for nomination. 
In addition, all employees participating in an agency intern program 
at the management entry level are eligible, regardless of whether or 
not ap|>oinited from the management intern register. Other employees. 
GS-r> through GS-0, or equivalent, may be nominated provided the 
individual is Iieing developed for assumption of management respon- 
sibilities and the qualifications of the individual match those exacted 
of management interns. 

Iloic To Make Nominations 

Optional Form 37 si ton Id no submitted by authorized agency repre- 
sentatives to: Director. General Management d raining Center. I S. 
Civil Service Commission, Washington, I ), *204 1 f^. 



Other Information 

Further information may Ik obtained by calling 032-500*2, or code 101. 
extension 25009. 
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thk dynamics of government 

Civil Service Commission 

A 3-day course offered November 29-I>eccmber 1, 1971* will* 
additional »cs*ion 4 as needed, at ibe Civil Service Commission, 

1900 E Street NW. 

Description 

This course is designed <o introduce interns with little or no politie/il 
science background to ilie workings of 1 1 it* Federal Government . It will 
utilize guesi lecturers panels. and discussions to describe how policy 
cud legislation is conceived, debated, legislated or promulgated, in- 
terpreted, uml admiinstmvd. It will prot ide •> look at the relationships 
existing among tlie several hranclies of trie l f etlt ral Government and 
Wdwccii the Fodeiah State and local governments. Attention will 
be, given to the impact of these processes and relationships on the 
bureaucracy anti the day-to-day work oi the civil servant. I lie eoiir.-e 
will be limited to 30 participants. 

Who May Attend 

All inn-sons appointed from the Management Intern register of the 
Federal Service Entrance Examination are eligible fov nomination. 
In addition, all employees participating in an ngon-y intern program 
at the management entry level are eligible, regardless of whet Iter or 
not appointed from the management intern register. Other employees, 
(tS-5 thiough GS-Jl or equivalent, may he nominated provided the 
individual is being developed fo: assumption of management respon- 
sibilities and tlie qualifications of the individual match those expected 
of management interns. 

Uoic To Make Nominations 

Optional Korin 37 should be submitted by authorized agency repre- 
sentatives to: Director, General Management Tiaining Center, l.S. 
Civil Service Commission, Washington, D.C. 20115. 

O/Zior inforntotion 

Further information may be obtained by calling 032 5002, or code 101, 
extension 25002. 
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INTRODUCTION TO PUBLIC ADMINISTRATION 
Civil Service Commission 

A 3*day course oltered December 27-29, 1971, *ith addilionat 
sessions, as needed at the Gvil Service Commission, 1900 E 
Street NW. 

Description , 

This course will serve as an introduction lo the field of Public Ad- 
ministration for those interns who have lmd no training in this area, 
ft will cover the history. development, and current status of Public 
Administration, devoting attention to general aspects of organization 
theory, line-staff relationships, interagency coordination, communica- 
tion, and the personnel, budgeting' and planning functions, especially 
as all these Hate to the Federal Government and its changing relation- 
ships with State and local governments* The program will consist of 
guest lecturers and discussions. Ir will he limited to 30 participants in 
an effort to maximize general class participation. 

Who May Attend 

All persons appointed from the management intern register of the 
Federal Service Entrance Examination are eligible far nomination. 
In addition, all employees participating in an ngeucx intern program 
at the namigement entry level are eligible, regardless of whether or 
not appointed from the management intern register. Other employees, 
GS--5 through GS-9 nr equivalent, may he nominated provided the 
individual is being developed for assumption of management respon- 
sibilities and the nimliiieations <u the individual match those expected 
of management interns. 

Hot? To Make Nominations 

Optional Form 37 should lx? submitted by authorized agency repre- 
sentatives to: Director, (tenoral Management Training Center, U.S. 
Civil 'Service Commission, Washington, IXC. 20110. 

Other information 

Further information may Ik? obtained by calling €>32-5002, or code 101, 
extension 25GG2. 
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FUNDAMENTAL MANAGEMENT TECHNIQUES 
Civil Service Commission 

A 3-day course offered February 28— March 1 , 1972, witli additional 
Missions as needed, at the Civil Service (Commission, 1900 K 
Street NW. 

Description 

This course provides a basi*' knowledge of several management tech- 
niques useful to any inlet n si m it in^r a career \\ it It I lie ( In verm i tent . It is 
designed f equip Hie intern with specific skills essential to his develop- 
ment ns a manager. Antony the areas to he covered will he planmng, 
scheduling, and controlling of work. FEET and other graphic plan- 
ning devices, problem solving models, scheduling forms, and con- 
trolling methods w ill he discussed in lectures and workshops. To insure 
maximum involvement of the students, each session will be restricted 
to 30 participants. 

W'ho May Attend 

All persons appointed from the Marigement Intern register of the 
Federal Service Kntrai.ce Examination are eligible for nomination. 
In addition, all employees participating in an agency intern program 
at tin* management entry level are eligible, regardless of whether or 
not ap)>ointed from the Management Intern register. Other employees, 
US a through (IS 9 nr equivalent nay he nominated provided the 
individual is I icing developed for assumption of management respon- 
sibilities and the qualifications of the individual match those expected 
of management interns. 

Hoic To Make Nominations 

Optional Form 37 should he submitted by authorized agency repre- 
sentatives to iJiirrlnr, (Jeneial Management Training Outer, l\S. 
Civil Seivire Commission, Washington, ]).C. liUllft. 

Other Information 

Further information may \> obtained oy calling (i.’Vi-fiObib or code 
Kd, extension 2cGG2. 
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SEMINAR ON MODERN MANAGEMENT THEORIES 
Civil Service Commission 



A 3-da> course offered January 2S— 26, 1972, with additional 
sessions as needed, at the Ci>il Service Commission, 1900 E 
Street NWr 

Description 

This course will provide :m overview of management thought and 
research of (he past 25 years. Lectures and discussions will focus on 
the work and writings of such influential writers as Maslmv, 
Mc< tremor, Likert, Ilerzberg, Drinker. ( Minnie, Hitch, Rcrkett, Red- 
din, and Downs. These will he used to illustrate recent findings in the 
area of motivation, communication, leadership, etc., to review the con- 
cept of “management by objectives,*’ ami to introduce the “systems** 
concept of management. Emphasis will be on the practical applica- 
tion of these theories to the work situation of the (iovermnent mana- 
ger. The seminar will he limited to .10 participants. 

Who May Attend 

All persons appointed from the Management Intern registoi of he 
Federal Service Entrance Examination are eligible for nomination. 
In addition, all employees participating in an agency intern program 
at the management entry level sire eligible, regardless of whether or 
not Appointed from the Management Intent register. Other employees, 
GS 5 through GS-9 or equivalent, nay be nominated provided the 
individual is being developed for assumption of management respon- 
sibilities and the qualifications of the individual match those expected 
of management interns. 

flow io Make Nominations 

Optional Form 37 should Ik* submitted by authorized agency repre- 
sentatives to: Director, ( Jeneial Management Training (‘enter, l‘.S. 
Civil .Service Commission, Washington, I>.(\ 20115. 

Other Information 

Further information may be obtained by calling 632-5(17], or rode 101, 
extension 25671. 
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FEDERAL PERSONNEL MANAGEMENT: AN 
ORIENTATION FOR GOVERNMENT INTERNS 

Civil Service Commission 

A 3-day course to be hWd twice a year ? % the Civil Service 
Conumssion, 1900 E Street NW, 

Description 

Provides an integrated and systematized introduction to Federal 
personnel management for those just starting their careers in the 
Federal service. Delines the role of personnel management within total 
management with emphasis on its supporting role to the Federal man- 
ager. Provides n basic understanding of the merit system and of t lie 
Major components comprising major Federal personnel management : 
manpower planning and organization, siafliug, classification, labor 
relations, training, and di.viptine and adverse actions. Current special 
emphasis and public policy programs will be emphasized. 

Who May Attend 

All persons appointed from tlu* Management Intern register of the 
Federal Sendee Entrance Examination are eligible for nomination. 
In addil ion, all employees participating in an agency intern program 
at the management entry level are eligible, who are in career fields 
other than personnel management, regardless of whether or not ap- 
pointed from the management intern register. Other employees, GS-5 
through (iS \) <>r equivalent, may in* nominated provided the indi- 
vidual is being developed for assumption of management responsibil- 
ities and the qualifications of the individual match those expected 
of Management Interns. 

How To Make Nominations 

Optional Form dr should W submitted by authorized agency repre- 
sentatives to: Director. Personnel Management Training ('enter, I'.S. 
Civil Service Commission, Washington, D.(\ 20415. 

Other injorniation 

Further information may be obtained by calling 032-5030, or code 
101 , extension 25030. 



59 




FINANCIAL MANAGEMENT IN THE FEDERAL 
GOVERNMENT 

Civil Service Commission 

A 3 -day course to be bold In ice a year a l the Civil ■ Service 
Commission, Washington, D.C. 20115 

Description 

This program examines the roles of the various branches a’lil agencies 
of Government concerned with financial and fiscal matters at the P ed- 
eral level. Course content includes formation, presentation, and execu- 
tion of the National Budget; the framework for accountability of 
public resources; and the role and application of management audits. 
Participants are also introduced to t lie use of program analysis and 
evaluation as essential tools in public- sector decisions relating to fi* 
nancial management. 

Who May Attend 

All persons appointed from the Management Intern register of the 
Federal Service Entrance Examination are eligible for nomination. 
In addition, all employees participating in an agency intern program 
at the management entry level are eligible, regardless of whether or 
not appointed from the. Management Intern register. Other employees, 
GS-5 through GS-fl or equivalent, may l>e nominated provided the 
individual is being developed for assumption of management respon- 
sibilities and the qualifications of t Bo individual match those expected 
of Management Interns. 

IIow To Make Nominations 

Optional form 37 should be submitted by authorized agency repre- 
sentatives to: Director, Management Sciences Training Center, l‘.S. 
Civil Service Commission, Washington, D.C. 20415. 

Other Information 

Further information may lx? obtained by calling 032-5000, or code 101, 
extension 25600. 
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MANAGEMENT INTRODUCTION TO ADP FOR 
MANAGEMENT INTERNS 

Civil Service Commission 

A 3-day propram to he conducted Nov ember 13—17, 1971 and 
March 1-3, 1972 at the (.nil .Service Commission, 1900 E 
S reel NW. 

Description 

The rapidly growing capabilities and numbers of electronic computers 5 , 
ns well ns llu* expanding divei-sity til i0 complexil v of ADP appliea- 
I ions, r(*(jnii't* Hull Federal employees in nil management fields have a 
sound hash* knowledge of ADP. It is particularly important that the 
i ulure leaders of government, the management interns of today, grasp 
; ( the outset of their careers the limitations and potential of ADP as a 
management tool. 

The Management Introduction to ADP for Management Interns is in- 
tended to provide- the mvessan background upon which a inniv exten- 
sive ADP understanding ean be built. The program will cover both 
:eehnienl and managerial topics on an introductory level. However, 
he technical aspects of ADP in this program have been carefully se- 
lected on a priority ‘’need to know'* basis for the man igers of the 
future, 

ITTio May Attend 

All persons appointed from the Management Intern Register of the 
Federal Service Entrance Examination are eligible for nomination. In 
addition, all employees participating in an ag uey intern program at 
the management entry level are eligible, regardless of whether or no! 
appointed from the Management Intern Register. Ollier employees at 
tin (iS-n through GS-H level (or equivalent) may be nominated pro- 
vided: (1) the individual is being developed for assumption of man- 
agement responsibilities, and (2) the qualifications of the individual 
mr tch those required for management interns. 

Ilotc To Make dominations 

Optional Form 37 ( Nomination -Registration for Training) should be 
submitted by authorized agency representatives to the Director, The 
ADP Management Training (enter, U.S. Civil Service Commission, 
Washington, D.C. 20115. 
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Other Information 1 

Announcements with more detailed information will be sent to all 
agencies well in advance of I lie program. Agencies may obtain further 
informatioJi from the A DP Management Training (’enter, 332-5050 
or code 101, extension 25050. 



SCIENTIFICALLY EASED APPROACHES OF 
MANAGEMENT IN THE FEDERAL GOVERNMENT 

Civil Service Commission 

A 3-day orientation program to he conducted lv»o limes per >ear 
at the Civil Service Commission, 1900 E Street AW., Washington, 
D.C 



Description 

This program is designed to provide interns with a general overview 
of the bases, major categories of technic es used, and future trends 
and issues of scientifically oriented approaches in govei mr'mt admin- 
istration. Emphasis will be placed upon broad understanding of these 
approaches rat la r than upon the detailed technical aspects involved. I( 
will cover swell subjects as: the evolution mid rationale of scientific 
aids in management; Systems Analysis; Operations Research: Pro- 
gram Evaluation; Management Information Systems; and nc»v thrusts 
aimed at integrating scientific and technological in l.odologies with 
human requirements of the American system of government. 

Who May Attend 

All persons appointed from the management intern register of the 
Federal Service Entrance Examination are eligible for nomination. 
In addition, all employees participating in an agency intern program 
at th" management entry level are eligible, regardless of whether or 
not appointed from the management intern register. Other empl wees. 
GS-5 through GS-9, or equivalent, may 1* nominated provided the 
individual is being developed for assumption of management responsi- 
bilities and thequalilications of the individual match those expected of 
management interns. 

//oir To Make Nominations 

Optional Form 37 shouhl1>e submitted by authorized agency represent- 
atives to: Director, Management Sciences Training (enter, l T .S. 
Civil Service Commission, Washington, I).C. 20115. 
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Other Information 

Further information may lie obtained by eallhi" !i ‘V’ 5fi00. or code loi, 
ex tension K 



Special 

Attorney 



INSTITUTE FOR LEGAL COUNSELS 
Civil Service Commission 

A 3-da> program to !>c roniluctcil in rwidciirc on Ncnrmbcr 17— 20* 

1971. 

Description 

Tin* program will jrive participants an nppoitnnity to study snmo <d 
tin* i-.HH**. problems and current developments in our society anil bow 
I hese relate to their responsibility I’m* admin is* rat ion anil policy -in ah- 
injr in Hie l«»^al oftiee. Participants will discuss approaches to re- 
solving tlie,*e problems and issues alon^r with other matters wliieli 
mnfrout them in the operation of their le^ral olliecs, and have an 
impart on the elToef iveness and respond of the program yywlsof their 
aevaey and Federal < iovermnciit. 



tf tio May Attend 

The Institute wdl be open to approximately otl (leiiend Counsels, 
Solicitors and eiiief Counsels and their principal deputies aid 
assistants. 



Hole To Make Nominations 

Nominations should be submitted to the Director, tieneral Manage* 
nieiii Traininp’ (’enter. C.S. Civil Sen ire (’on, mission. Washington. 
!).(’. 'Jull'i. by authorized a^ciny ollieials. Continuation of accepted 
nominations will be made in advanee of the program. 1 leadline dates 
for reeeipt of nominations and eojilirmation of acceptance will be 
lifted in the program annonneemeiit to lie issued at sv later date. 

Othf'r Information 

Atraniiu emotits with mole detailed information w ill be sent to a'l 
a^rneies. Agencies may obtain fill (her information from the Centra] 
lanaeyrnent Training ( ’enter, ‘UUJ. or code lo|, extension -‘ti’t'rJ, 
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MANAGEMENT INSTITUTE FOR ATTORNEYS 
Civil Service Commission 

A 3-day program scheduled to be conducled al the Civil Service 
Commission on September 14—16, 1971 and March 28—30, 1972. 



Description 

This course is designed to meet the special needs of the supervising 
or managing attorney who seeks to broaden his insight and under- 
standing of management and organization, develop further his ability 
to motivate his employees, and direct the operations of his office. The 
course focuses on some of the newer approaches to developing the 
effectiveness and efficiency of the super iso r and certain critical aspects 
in managing the law office in a Government agency. Ample opportu- 
nity is afforded for participants to A arc experiences and ideas and to 
examine problems and viewpoints of common interest. 

Who May Attend 

The course is open to supervising attorneys, division or branch chiefs, 
General Counsels and their assistants, and other attorneys who are 
supervising professional or para professional employees in an agency 
legal office. Attorneys at the GS-14 level and above (or equivalent) 
will be given priority ; attorneys at the GS-13 level will be considered 
on a space available basis. 

How To Make Nomination* 

Nominations should be submitted to t lie Director, General Management 
Training Center, U.J5. Civil Service Commission, Washington, J).C. 
20415, by authorized agency officials. Confirmation of accepted nomi- 
nations will l>o made in advance of the program. Deadline dates for 
receipt of nominations and confirmation of acceptance will Ixi listed 
in the program announcement to bo issued at a later date. 

Oiher Information 

Announcements with more detailed information will be sent to all 
agencies. Agencies may obtain further information from the General 
Management Training Center, G32-5G62, or code 101, extension 25G62. 
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IDEAS AND AUTHORS: GENERAL ISSUES 1N T LAW 
Civil Service Commission 



Four I -day sessions scheduled a month apart beginning in late 
September 1971 and conducted at the Civil Service Commission, 

1900 E Street NW. 

Description 

The series will fo.us on significant developments in tiie law and prob- 
lems and issues that are of concern to attorneys in Federal Govern- 
ment. Outstanding books by recognized authors will be selected for 
the series. Participants will have the opportunity to critically ex- 
amine the writings of leading authorities and to discuss t lie books with 
their authors. Also, the program will enable attorneys to develop a 
better understanding of general questions of law and issues affecting 
the nation as well as their applicability in the Federal Government 
environment through discussions with experts and other knowledge- 
able persons. 

JFAo May A tend 

Nominees for rtie program should be attorneys serving at the GS-13 
level o .d above (or equivalent). 

How To Make Nominations 

Authorized agei cy representatives will submit nominations to the 
Director, General Management Training Center, U,S. Civil Service 
Commission, Washington, D.C. 20115. Program announcements will 
lx* issued listing dates for the meetings, tho books and issues included 
iu the serieo and the deadline dates for receipt of nominations and 
continuation of acceptance*. Agencies may designate alternates to 
attend individual sessions, provided that they meet initial nomination 
requirements. 

fttker Ir formation 

Addition?! infoimation is available from the General Management 
Training Center, G32-5662, or code 101, extension 25662. 
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IDEAS AND AUTHORS) ISSUES IN THE 
REGULATORY PROCESS 

Civil Service Commission 

Four 1-day sessions scheduled a month apart Loginning o March 
1972 and conducted at the Civil Service Commission* 1900 F 
Street NW. 

Description 

The books and topics for this program will be selected primarily on 
the basis of their relctancy to the problems and issues confronting 
regulatory agencies- Participants will have the opportunity to examine 
matters of concern .o their agencies as well as scientific and technologi- 
cal developments which are creating new issues and complicating t lie 
old ones. This will add to their knowledge of the regulatory process 
and to further development of their professional skills. The par- 
ticipants wid receive, for their review, the hooks and materials of 
recognized authors, scholars and other knowledgeable person* who 
will be invited to dienss their works. 

Who May Attend 

This sciies will be designed principally for attorneys in the regulatory 
agencies in grades OS-13 and abort* (or tin* equivalents in both the 
military and non-GS rated civilian service) \ ho will receive priority 
consideration in space allotments. Attorneys fr< m nomvgnlatorv agen- 
cies and officials who are not attorneys may l>o admitted if space is 
available and their job responsibilities are snflieicntly related to the 
regulatory process. 

Nominees should generally be serving in positions at the GS-13 
level and above in cither administrative or technical work situations, 
including military officials. 

*ioir To )fa*ie Nominations 

Nominations are to be submitted by authorized agency representatives 
to the Director, General Management Training ('enter. C.S. Civil 
Service Commission, Washington. D.C. ‘20U5. Agencies may designate 
substitutes to attend individual sessions, pi ovided that such substitutes 
meet initial nomination requirements. 

Other Information 

Agencies may obtain further information by calling 03*2-506*2, code 
101, extension 2560*2. 



INSTITUTE FOR NEW ATTORNEYS 
Civil Service Commission 

A 3-day program scheduled to be conducted at the Civil Service 
Commission on September 22-24, 1971 and February 22-24, 

1972. 

Description 

This course will introduce participants to some of t lie principles in- 
volved in developing and implementing glides in the legal area and 
develop insights into the inter-relations of legal processes in the 
Federal Government, the functions and responsibilities of Govern- 
ment attorneys, and their impact on the work of Government agencies. 
Participants will gain knowledge of policies, procedures, regulations, 
and laws affecting their work, and a better understanding of the opera- 
tions and organization of the Federal Government. They will be 
better able to serve thei/ agencies in counseling, advising, litigating, 
and decisionmaking. 

Who May Attend 

Pa rticipation will be open to approximately 40 attorneys with two 
years or less service in government agencies. 

How To Make Nominations 

Nominations should be submitted to the Director, General Manage- 
ment Training Center, IT.S. ( ivil Service Commission, Washington, 
D.C. *20415, by authorized agency officials. Confirmation of accepted 
nominations will be made in advance of the program. Deadline dates 
for receipt of nominations and confirmation of acceptance will lx* 
listed in the program announcement to be issued at a later date. 

Other Information 

Announcements .vith more detailed information will lie sent to all 
agencies. Agencies may obtain further information from the Genera i 
Management Training Center, 632-5GG2, or code 101, extension 25G62. 
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HEARING EXAMINERS AND THE REGULATORY 
PROCESS: CURRENT ISSUES, PROBLEMS AND 
DEVELOPMENTS 
Civil Service Commission 

One 6-Jay session to be conducted in residence on December 12-17, 
1971, 



Description 

This program is designed for hearing (trial) examiners; and it is 
developed to assist in meeting the broad and continuing educational 
and developmental needs for the hearing examiners. The design of the 
course, the teaching techniques employed, and the background of the 
resource people will contribute o the enlargement of judicial acumen 
regarding the characteristics and essential qualities of the following; 

A. The hearing examiner’s role in Government ; the agency to 
which he is attached and the society which is affected by the 
decisions which he makes. 

B. The economic, social, aiul political systems, how 1 uv operate, 
and change, and how hearingexaminer activity relates to these 
systems. 

0. The functions and processes of regulation and the relationships 
between regulatory responsibilities, governmental programs 
and quasi-judicial activities, 

D. The administrative and sTuetuial aspects of organizations, 
how these effect 1 he heal ing examiner and relate to his own 
needs for administrative ski T (s. 

E. The developments in law, including those in the Administra- 
tive Procedures Act, concentrating on matters such as ((/) the 
judicial aspects of the hearm* examiner activity and (6) the 
court and agency decisions aff-^mg the limits of the 
examiner's discretion and authority. 

F. Philosophy and logic, in addition to scientific and technologi- 
cal aspects of law and government and tin* activity of the 
hearing examiners concerned. 

Who May Attend 

Participation in the program on the Administrative Process is open 
to all hearing (trial) examiners in the classification series 

flow To Make Nominations 

Nominations should be submitted to the Director, General .Manage- 
ment Training Center, U.S. Civil Service Commission, Washington, 
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D.C. 20il5, by authorized agency officials. Confirmation of accepted 
nominations will be made in advance of the program. Deadline dates 
for receipt of nominations and confirmation of acceptance will be 
listed in the progrr.m announcement to be issued at a later date. 

Other Information 

The cost for living accommodations and meals will be paid by each 
individual participant out of his per diem. Agencies may obtain fur* 
tlier information by calling the General Management Training Center 
632-5662, or code 101, extension 25662. 



SEMINAR IN ADP MANAGEMENT AND 
ADMINISTRATION 

Civil Service Commission 

A 3-day Mminar lo be held September 8—10, 1971 ; and Jan- 
uary 11-13, 1972, at the Civil Service Commission, 1900 E 
Street NW, 

Description 

This seminar is designed to bring together persons having ADP man- 
agement responsibilities in Government agencies, for the purpose of 
receiving and exchanging information pertinent to the major problems 
of data processing management and administration. The seminar, fol- 
lowing delineation of the scope of ADP management, w ill include dis- 
cussion of all t lie tasks and techniques of the data processing manager. 
Emphasis, however, will be placed on the significant, nonroutino prob- 
lems, including: personnel turnover; use of languages and software; 
performance measurement and scheduling; open shop vs. closed shop 
programing; relationships between users and system analysts, sys- 
tems analysts and programmers, programers and operator; optimization 
of machine use; and enforcing documentation. 

Who May Attend 

Administrators and deputy administrators of ADP installations, dpta 
processing managers, programing supervisors, supervisory systems 
analysts, and computer operations manager? are eligible for 
nomination. 
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How To Make Nominations 

dominations should be submitted by authorized agency representatives 
to the Director, The ADP Management Training Center, U.S. Civil 
Service Commission, Washington, J).C\ 20415. dominations will close 
one month before class commences. 

Other Information 

The cost of the program— $105 per person— will be shared by the par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies. Agencies may obtain further information 
from The ADP Management Training Center, 632-5650 or code 101, 
extension 25650. 



AN INTRODUCTION* TO ADP 
Civil Service Commission 

A l-wrck program lo be conducted July 12—16, 1971; Octo- 
ber 18-22, 1971 i January 17-21, 1972; and 3Iay 15-19, 1972 
ai the Civil Service Commission, 1900 K Street MW. 



Description 

This program is designed to provide introductory knowledge of the 
uses and potential of automatic data processing systems. The primary 
topics include: (a) Capabilities and components of computers: (b) 
A DP systems analysis and design: (c) computer programing concepts: 
(rf) ADP conversion planning and control; (r) onsite tom* of a com- 
puter installation; (/) impact of computer time-sharing: (</) ADP 
applications; (rt) economic and social clTects of increasing computer 
automation: (?) ADP in the Federal Government ; and (j) the future 
of ADP. The broad implications of automatic data processing will be 
stressed in conjunction with selected technical aspects oft be computer. 
Lack of prior familiarity with computer technology will not handicap 
participants. 

Who May Attend 

This program is open to nil career Government employees. 
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How To Make Nominations 

Nominations should be submitted by authorized agency representatives 
to the Director, The ADP Management Training Center, IJ.S. Civil 
Service Commission, Washington, I).(\ 20415, no later than ore month 
before corn so commencement. 

Other Information 

The cost of the program — $60 per person — will be shared by the par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies. Agencies may obtain further information 
from The ADP Management Training Center, 63*2-5650, or code 101, 
extension 25650. 



COMPUTER/MICROFILM INTERFACES 
Civil Service Commission 

A 2-day program lo be conducted August 19-20, 1971; Octo- 
ber 28-29, 1971; December 16-17, 1971; and Febrnry 10-11, 

1972 at the Civil Service Cemrrmsion, 1900 E Street N’W. 

Description 

Whether a microfilm system or a computer system is better suited for 
information storage and retrieval is a question that has plagued the 
information industry for years. Which is more efficient? Which is 
less expensive? The “system” solution presented in this seminar is to 
use computers and microfilm in combination. In this way, the advan- 
tages of one complement the advantages of the other. In addition to 
being able to use microfilm and computers together in a systems 
sense, a number of new devices now allow direct machine, conversion 
from magnetic tape to microfilm and from microfilm to magnetic tai>o 
and other machine readable media. This eomputer/miorolilni inter- 
face gees a new dimension to the concept of information systems. 
This seminar will provide a balanced view of work now being done 
using compute r/microfihn interface and discuss the cost/benefits 
of such an approach. 

Who May Attend 

Informs- m specialists, computer specialists, systems analysts, li- 
brarians, and others concerned with the possibility of using computers 
and microfilm together, at grade GS-7 and above (or equivalent) arc 
eligible to attend this program. It is desirable foi all participants to 
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have a basic knowledge of operational information systems and of 
automatic data processing concepts. 

Hoic To Make Nominations 

Nominations should be- submitted by authorized agency representatives 
to the Director, The ADP Management Training ('enter, T.S. Civil 
Service Commissi on, Washington, D.C. 20115, at least one month prior 
to the starting date of the program. 

Other Information 

The cost of this program — $100 per person — will lx? shared by the par- 
ticipating agencies. Announcements with more detailed information 
will he sent to all agencies well in advance of the program. Agencies 
may obtain further information from the ADP Management Training 
Center, 632-5650 or code 101, extension 25050. 



COMPUTER TYPESETTING/PUOTOCOMPOSITION 
Civil Service Commission 

A 2-day seminar lo be conduclod August 26—27, 1971; Novcm. 
ber 4—5, 1971; and Maj 1 1-12, 1972 at ihe Civil Service Com* 
mission, 1900 E Street NW< 



Description 

The primary objective of this seminar is *o provide a balanced over- 
view of what is currently being done in t lie area of computer typeset- 
ting and photocomposition, ('overage will include t lie available 
hardware and software as well as a systems approach to the evaluation 
of these items. 

Who May Attend 

The eminar is designed for publications officers, printing specialists, 
information specialists, computer specialists, systems analysts, com- 
positors, typesetters, editors and other career government employees 
who need lo learn about computer typesetting and photocomposition. 

How To Make A r ominafions 

Nominations should bo submitted by authorized agency representa- 
tives to the Director, The ADP Management Training Center, U.$. 
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Cml Service Commission, Washington, D.C. 20415, no later than one 
month before the course starting date. 

Other Information 

The cost of the program — $100 — will be shared by the participating 
agencies. Announcements with more detailed information will be sent 
to all agencies. Agencies may obtain ft rther information from The 
ADI 3 Management Training Center, 632-5650 or cod** 101, extension 
25650. 

EXECUTIVE SEMINAR WORKSHOP SERIES 
IN ADP 

Civil Service Commission 

The Executive Srininar Wot shop Series in ADP consists of 
three modules, each of which is described below. 

EXECUTIVE SEML'.tR IN ADP 
Civil Service Commission 

A 2-day seminar to be offered September 16—17, 1971 and 
February S— 4, 1972 at the Gvil Service Commission, 1000 E 
Street NW. 

De$cription 

The seminar is designed for executives who have broad responsibility 
for functions which are or soon may be automated. It will provide 
an opj>ortonity to obtain information, develop ideas, and exchange 
views on effective uses of automatic data processing. Topics presented 
and discussed will focus on matters of concern to top management. 
Content of the seminar will include: capabilities of electronic data 
process'ng equipment; feasibility studies; inplementing the decision 
to automate; effects of electronic data pioccssing systems on oiganiza- 
tionnl structure and various levels of management; present ADP 
applications and their results in terms of efficiency, eiTecti veil ess, and 
economy; the impact of ADP on the workforce; and the future of 
ADP in Government management, This seminar not only provides 
the basic computer concepts necessary for the rest of this series, but 
it can also serve as an appropriate background course for other, more 
speciabred programs offered by Hie ADP Management Training 
Center. 
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EXECUTIVE WORKSHOP IX ADP SYSTEMS 
ANALYSIS 

Civil Service Commission 

A 3-day seminar lo be offered September 29— Octol*cr 1, 1971 
and February 16—18, 1972 at the Civil Service Commission, 

1900 £ Street INW, 

Description 

This course is specifically designed for Government -executives seeking 
a fuller understanding of the lnisic concepts and techniques of A 1)1* 
systems analysis. The workshop is a highly condensed, fast -moving 
course. Participants will learn, by working in small workshop teams 
and through class discussion, how an ADP systems analyst proceeds 
from the first step of problem definition to the documentation of a new 
system. The course will deal primarily with one case study application. 

EXECUTIVE WORKSHOP IN ADP PROGRAMING 
Civil Service Commission 

A 5-day Minin ir to be offered ember 1-5, 1971 and Feb- 
ruary 28— Mareh 3, 1972 al the Civil Scr\icc Commission, 1900 E 
Street MW. 

Description 

This course is specifically designed for Government executives who 
want and need to have a fuller understanding of the basic concepts and 
techniques of digital computer programing. The teaching effort will 
1x5 directed toward the ’‘doing/* by each individual participant, of 
computer programing. The workshop is a highly condensed, fast* 
moving course with most of the available time devoted to technical 
details. The culmination of the week's activities will be the writing of 
two computer programs, one in the HASIC language which will be 
tested and executed using time-shared remote computer terminals, the 
other in COROL, to be compiled and run on ! itch processing 
equipment. 

Who May Attend 

(’arcer executives, OS-14 (or equivalent) and alcove, are eligible for 
nomination to any module of the Executive Svininar Series in ADP. A 
person planning to attend the workshops will find it helpful to have a 
basic understanding of ADP such as that presented in the Executive 
Seminar in A DP or some similar program. 
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Hoic To Make Nominations 

The Executive Seminar Series in A DP consists of three modules de- 
signed to be taken in the sequence listed : 

The Executive Seminar in A DP (2 days, $125) 

The Executive Workshop in ADP Systems Analysis (3 days, 
$185) 

The Executive Workshop in ADP Programing (5 days, $200) 

If an executive plans to take the entire series, his agency may send a 
single nomination for “The Executive Seminar Series” — in which 
ea?^ the cost is $400 per person. The three modules that make up the 
Executive Seminar Series are also available as stand-alone programs 
at the individual seminar prices shown above. Nominations should be 
submitted by authorized agency representatives to the. Director, The 
ADP Management Training Center, U.S. Civil Service Commission, 
Washington, D.C. 20415, no later than one month l*?fore stalling date, 
of the seminar. A copy of the course announcement containing more 
specific details may be obtained by calling 632-5650, or cods 101, 
extension 25650. 



MANAGEMENT INTRODUCTION TO ADP 
Civil Service Commission 

A 3-day seminar scheduled for July 26-28, 1971; Augaul 17-19, 

1971 ; Seplembcr 8—10, 1971 ; October 5—7, 1971 ; Pccerr ber 1-3, 

1971; January 4-6, 1972; March 14-16. 1972; and April 25-27, 

1972 at the Civil Sen ice Commission, 1900 E Street NW. 

Description 

This seminar is designed to provide a management overview of the 
fundamentals of automatic data processing. It is also the recommended 
introductory course for participants planning to attend later ADP 
seminars (personnel management, employee development, financial 
management, the law, supply management, medicine, and technical 
information systems). The following topics will be discussed : (a) ADP 
overview; ($) capabilities and components of computers; (c) inti > 
duction to ADP programming; (d) planning and preparing for a 
computer; (c) ADP systems analysis and design; (/) computer ap- 
plications; (g) economics of ADP; and (rt) computer-related middle 
management considerations. Technical aspects of automatic data proc- 
essing will be presented, but only on an introductory level. Lack of 
prior participant familiarity with computer technology is assumed. 
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Who May At fend 

This program is open to career Government employees, GS -II and 
above or equivalent. 

Iloic To Make Nominations 

Nominations should be submitted by authorized agency representatives 
to the Director, The ADP Management Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20115 no latex' than one month 
before course commencement. 

Other Information 

The cost of t.ie progiam— $100 per person — will be shared by the par* 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies. Agencies may obtain further information 
from The ADP Management Training Center, 632-5050, or code 101 
extension 25650. 

SEMINAR ON ADP AND THE LAW 
Civil Service Commission 

A 3day seminar lo be conducted Oclobcr 13-1?, 1971 an<l 
February 16-18, 1972 at ihe Civil Sen ice Commission, 1900 E 
c treel NW. 

Description 

This course will deni with some of the fundamental i>succ. surrounding 
both the u?e of computers ns tools for legal research and office ad- 
ministration, and the legal rami licut ions of computers. Among t lie 
topics to Ik* discussed are: (u) Legal information retrieval; (5) legal 
office administration computer application:' (r) l.^nl liability and 
automatic data processing; (</) legal protection for computer pro- 
grams; (c) computers and the invasion of privacy; and (/) contracting 
for ADP equipment and services. 

Who May Attend 

Career Government attorneys with an interest in the combined topics 
of computers and the law are eligible for nomination. .Some knowledge 
of ADP, such as that gained through prior attendance at a session of 
Management Introduction to ADP, is recommended. 
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How To Make Nominations 

Nominations should be submitted by authorized agency representatives 
to the Director, The ADP Management Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20415, no later than one 
month before course commencement . 

Other Information 

The cost of the program — $150 per person — will 1x3 shared by t\c par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies well in advance ol the program. Agencies 
may obtain further infonnation from The ADP Management Train- 
ing Center, 032-5650, or code 101, extension 25650. 



SEMINAR ON ADP AND MEDICINE 
Civil Service Commission 

A 3-d«y seminar to bo conducted August 4—6, 1971’ Septem- 
ber 21-23, 1971; and May 17-19, 1972, at the Chil Service 
Commission, 1900 E Street NW. 

Description 

The purpose of this seminar is to provide a forun. for the presentation 
and discussion of timely concepts, problems, and solutions in medi- 
cine and ADP. Additionally, it facilitates the exchange of information 
among physicians, educators, research investigators, hospital admin- 
istiators, and other mombei , of the medioai community, with empha- 
sis on those areas in which computers and other aids to information 
processingcnn play a significant role. 

This seminar is specifically designed for employees who want and 
need n broader understanding of the concepts and techniques of ADP 
and its relationships to medicine. Tak seminar is intended for the pro- 
fessionals in administration, processing, cducat.on, research, clir.’ 'al 
ined : cine and other related areas. In three days, with this general 
audience, the rigorous treatment of any specific subject area will not 
be attempted. 

Who May Attend 

Physicians and hospital administrators employed by agencies as well 
as other career government employees with an interest in these com- 
bined topics, are eligible for nomination. Some familiarity with ADP, 
such as that gained through prior attendance at a session of Manage- 
ment Introduction to ADP, is recommended. 
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flow To i Wake dominations 

Nominations should ho submitted by authorized agency representa- 
tives to the Director, The ADI* Management Training ('enter, U.S. 
Civil Service. Commission, Washington, I).C. *20115, no later than one 
month before course starting date. 

Other Information 

The cost of the program — $U>0 per person — will 1 e shared by the par- 
ticipating agencies. Amiounceineiits with more detailed information 
will 1 k> sent to all agencies well in advance of the program. Agencies 
may obtain further information from Th° A DP Management Train- 
ing Center, 032-5050, or code, 102 , extension 25(150. 

SKMIMR ON ADP IN FINANCIAL MANAGEMENT 
Civil Set-vice Commission 

A 3-day pro. ".".n to bo held August 4—6, 1971 ; November 3-5, 

1971: and March 8-10, 1972 ut the Coil Service Comn> «». *n, 

1900 K Street NW. 

Description 

This seminal* is designed primarily to examine various systems ap- 
proaches in applying ADP to siwifiv financial activities. The follow- 
ing topics are among those discussed through the use of case hi>tories, 
group discussions, and lectures: (u) growing impact of ADP on 
financial management; (h) computer equipment chain teristies and 
capabilities: (c) current and projected use of computers in the finan- 
cial management field; (d) problems of sy>tenis integration, ^valua- 
tion and control; and (r) feasibility studies and t ho selection of 
payotT areas. 

Who May Attend 

Accountants, budget oflieers, atid others in the financial management 
field, (iS-11 and above o: equivalent are eligible for nominal ion. Prior 
attendance at a Management fiifrodnct ion to ADP course or equiv- 
alent knowledge is recommended. 

Ho ic To Make dominations 

Nominations should be submitted bv authorized agency repivsenta* 
tives to the Director, The ADP Management Training Center, l\S. 
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CivU Servi ^ Com mission. Washington, D.O. *20415, no later than 1 
month before coursu commencement. 

Other Information 

The cost, of the program — $150 per person — will be shared by the 
participating agencies. Announcements with more detailed informa- 
tion will l>o sent to all agencies. Agencies may obtain further informa- 
tion firmi the ADP Management Training Center, 03*2-5050 or code 
101, extension ‘25050. 



SEMINAR ON ADP IN PERSONNEL MANAGEMENT 
Civil Service Commission 

A 3‘daj irogram lo be held July 27-29, 1971 arid ScpIemWr 1—3, 
1971 at the Cit.l Service Commission, 1900 F Street NW. 



Description 

This seminar is designed to orient the personnel manager to the ways 
in which ADP can support him and to acquaint him with some of the 
personnel problems related to computer systems. The following topics 
are among tin: 'c discussed through the use of case histories, gre up dis- 
cussions, and lectuies: (<r) growing impact of ADP on i>ersonnel 
management; (6) case studies in computerized |>eivonnel systems; 
(c) go'. eminent-wide activities related to contrali/.ed ADP systems 
and standards; (</) description of Al>P jobs aim their requirements; 
and ( e ) management considerations in developing computerized per- 
sonnel systems. This program will lniild uj>oii the material presented 
in the 3 day Management Introduction to ADP course. 

Who May Attend 

Those serving in the personnel fio'd or closely associated with pt run- 
nel administration, GS-ll and above or equivalent, aiv eligible for 
nomination. Prior attendance at a Management Introduction to ADP 
course or corresponding knowledge is recommended. 

Uoic To Make Nominations 

Nominations should he submitted by authorized agency representa- 
tives to the Piiector, The ADP Management Training Outer. l : .S. 
Givi's Service (Commission. Washington, |>.(\ 20415, no later than 1 
month before course commencement. 
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Olhet Information 

The cost. of the program — $150 per person — will l>c shared by the 
participating agencies. Aiincmncomentn with more diddled informa- 
t ion will be sent to ul! agencies well in advance of the program. Agen- 
cies nniy obtain further information from The ADP Management 
Training Center, G32-5650. or cotie 101, extension iJGDO. 

SEMINAR ON ADP IN SUPPLY MANAGEMENT 
Civil Service Commistitn 

A 3-dav pror.ram j l>c held December 7-9, 1971 and April 11 — IS, 

1972 at the Gvil Sen ice Commission, 1900 K Street IN A . 

Description 

Tliis seminar is designed primarily to xaminc various systems ap- 
proaches in applying ADP to specific supply activities. The following 
topics arc among those discussed through the use of case histories, 
group discussions, and lectures: (a) growing impact of ADP on 
supply management: (&) computer equipment characteristics and 
capabilities: (r) current and projected use of computers in the supply 
management field; (P) problems of systems integration, evaluation 
and control: and (c) feasibility studies and the selection of payolT 
arena. This program will budii upc l the material presented in the 3 day 
Management Introduction to ADP course, 

Who May Attend 

Supply officers and others in allied f* ‘Ids, GS-11 and above or equiva- 
lent, are eligible for nomination. Prior attendance at a Management 
Introduction to ADP course or equivalent knowledge is recommended. 

Hot c To Make yominations 

Nominations should l>e submitted by authorized agency representa- 
tive;? to the Diroctoi, Tlie ADP Management Training Center, l\>v 
Civil Service Commission, Washington, D.C. 20115, no later than 
one month before course commencement. 

Other Information 

The cost of the program -$150 per person — will be shared by the par- 
ticipating agencies. Announcements with more detailed information 
will l>o sent to all agencies. Agencies may obtain further information 
from The ADP M:.uagcment Training Center, G32-5G50, or code 101, 
extension 25050. 
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SEMINAR ON ADP IN TECHNICAL INFORMATION 
SYSTEMS 

Civil Service Commission 

A 3'daj program Jo be held July 20—22, 1971 ; October 6—8, 

1971; and April 1—6, 1972 at the Civil Service Commission, 

1900 E Street ISW. 

Description 

TJiis seminar is designed primarily to examine various systems ap- 
proaches in applying ADP to specific storage and i*etrieval functions. 
The following topics are among those discussed through the use of 
:a,so histories, group discussions, and lectures: (a) growing impact 
of ADP on the storage and retrieval of technical data and documents 
and library management; (6) equipment characteristics, capabilities, 
and trends; (c) current uso of computers in library science; (d) in- 
troduction to indexing anil abstracting; (c) problems of systems 
evaluation and control: (/) feasibility studies and the selection of 
pay oil areas. 

I Vho May Attend 

Information specialists, librarians, archivists, and others concerned 
with the storage and retrieval of technical data, GS-9 and above, or 
equivalent, are eligible for nomination. Prior attendance at a 
Management Introduction to ADP course or corresponding knowl- 
edge is recommended. 

How To Make Nominations 

Nominations rhould )>e submitted by authorized agency representa- 
tives to the Director, The ADP Management Training Center, U.S. 
Civil Service Commission, Washington, D.C. 2011;/, no later than one 
month before course commencement. 

Other information 

The cost of the program— $150 per person— will be shared by the 
participating agencies. Announcements with more detailed informa- 
tion will be sent to all agencies well in advance of the program. Agen- 
cies may obtain further information from The- ADP Management 
Training Center, 632-5G50, or code 1 01 , extension 25G50, 
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SEMINAR ON SCIENTIFIC AND TECHNICAL 
APPLICATIONS OF ADP 

Civil Service Commission 
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A 3-daj- program lo be lit Id on November 10-1 2 t 1971 ai ihc 
Civil Service Commission, 1900 E Si reel NW. 

Description 

TJ lis seminar is designed for government engineers, scientists and 
technicians who seek to strengthen their understanding of the potential 
of computers in scientific and technical areas. Emphasis is placed on 
current state-of-the-art computer applications. The following topics 
aio ernong tl:*.:«» discussed through the use of group discussions, case 
histories, and lectures: (a) introduction to the use of analog and 
digital computers for scientific appIviA ions; (&) sendees which a com- 
puter laboratory can provide for ti.e scientists, enginee rs, and tech- 
nician ; (V) ADP applications in such fields as space technology, missile 
control, coinin' micat ions, medicine, cartography, weather; (</) anal- 
ysis of selected operational technical information systems; and (c) 
resea roll advances in comjmter technology. 

Who May Attend 

Persons serving in engineering, scientific, or technical fields, ami 
managers of persons in these fields, (?S-tl an . above or equivalent, are 
eligible to attend. Prior attendance at a Management Introduction to 
ADP course, or equivalent knowledge is recommended. 

How To Make Nominations 

Nominations should be submitted by authorized agency representatives 
to the Director* The ADP Management Training Center, C.S. C ivil 
Service Commission, Washington, D.C. iMHii no later than one month 
before course commencement. 

Oi'Jier Information 

The cost of flic program — $150 per person — will be shaded by the par- 
ticipating agencies, Ariioimccmenls with more detailed information 
will he sent to all agencies well in advance of t lie program. Agencies 
may obtain further information from The ADP Management Train- 
ing Cente r , G32-&G50* or code 101, extension 25050. 
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SURVEY AND EVALUATION OF EQUIPMENT FOR 
INFORMATION PROCESSING SYSTEMS 

Civil Service Commission 

A 2-day seminar lo be offered Augnsl 17-18, 1971 ; Ociober 26-27, 

1971; and April 2S-26, 1972 at the Civil Service Commission, 

1900 E Street NW. 

Description 

This seminar is designed to familiarize the participants with the use, 
performance, clinrncterist ics, and selection and evaluation of all major 
classes and types of equipment utilized in the library and information 
environment. Emphasis will be placed on applications and perform- 
ance of the equipment rather than on engineering specifications or 
internal mechanisms. 



Who May Attend 

The seminar is designed for information specialists, librarians, com- 
puter specialists, systems analysts, budget analysts, and other career 
government employees who are responsible for the design or manage- 
ment of information systems or the acquisition of equipment for such 
purposes. 

Hole To Make Nominations 

Nominations should he submitted by authorized agency representa- 
tives to t lie Director, The A DP Management Training Center, U.8. 
Civil Service Commission, Washington, D.C. 20415 no later than one 
month before the course starting date. 

Other Information 

The co>t of the program- $100 )>cr j>erson will l>e shared by the par- 
ticipating agencies. Announcements with more detailed information 
wiii be sent to all agencies. Agencies may obtain further information 
from The A DP Management Training Center, 03*2-5050 or code 101, 
extension 25050. 
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WORKSHOP IN INDEXING AND ABSTRACTING 
FOR ADP INFORMATION SYSTEMS 

Civil Service Commission 

A 3-day work* hop lo be conducted August 3-5, 1971; October Id- 
15, 1971 ; and April 12-14, 1972 at the Civil Service Commission, 

1900 E Street NW. 

Description 

This program is designed to attaint participants with the processes 
of developing indicative and informative abstracts of technical docu- 
ments and selecting appropriate index terms for information storage 
and retrieval of technical citations. Topics include: (<?) introduction 
to information-handling systems: (fr) ground rules for indexing and 
abstracting; (c) examples of thesaurus-building; (r/) state^of-'he- 
a it in automatic indexing: (c) budget considerations; (/) controlled 
vs. five indexing; (?) links and roles; and (/<) workshop sessions in 
both indexing and abstracting. 

Who May Attend 

Information specialists, librarians, archivists, and ot hoi's concerned 
with the storage and retrieval of technical information, GS-7 and 
above, or equivalent, are eligible for nomination. 

Hove To Make Nominations 

Nominations should lx* submitted by authorized agency representa- 
tives to the Director, The ADP Management Training (’enter, D.S. 
Civil Service CommisMoii, Washington, I).C. 20415, no later than one 
month before course commencement. 

, Other Information 

Hie cost of the program — $150 per ]>erson — will l>e shared by the par- 
ticipating agencies. Announcements with moi-e detailed information 
will be sent to all agencies well in advance of the program. Agencies 
may obtain further information from The ADP Management Train- 
ing Center, C3*2-5C50, or code 101, extension 25050, 
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Financial Management 



ECONOMICS FOR PUBLIC MANAGERS 
Civil Service Commission 

A 5-day program conducted quarterly in AAaihinglon, D.C. A 
suuils*r pTogTam is oitcrcd in the Atlanta and San Irancisco 
Civil Service Commission Regions. 



Description 

This course is designed to equip the manager to incorporate the 
postulates of economic reasoning into his decision processes. Topics 
to be covered include a description of how a price system functions, 
determination of demand, and an analysis of different types of costs 
including their relevance for management decisions. The concept of 
economic efficiency will he explored in detail and related to pricing and 
production policies of individual producers. Also, the .course will 
discuss management decision tools such as capital budgeting, systems 
analysis, and cost 'benefit analysis. 



Who May Attend 

This course is intended for managers, executives, stnlT directors, and 
analysts from Federal: State, and local governments at grade levels 
(JS-13 and above (or the equivalents). Nominees should have respon- 
sibility, in a line or stall capacity, for significant programs of their 
agencies. 

How To Make ISonittiations 

Nominations should be submitted to the Management Sciences Train- 
ing Outer, Bureau of Training, l.S. Civil Service Commission, 
1900 K Street MW, Washington, I>.(\ 204 lf>. Nomination-Hegistra- 
tioit for Training forms (Optional form 37) must be completed for 
each nominee. 

Other information 

Fuither information may be obtained by telephoning area code 202, 
G 3 2-5 COO, or code 101, extension 25000. Contact regional training 
institutes for information about their programs. 
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EXECUTIVE ORIENTATION IN PPB 
Civil Service Commission 



A 3-day program conducted quarterly in Washington, D.C. A 
similar course is offered in the Philadelphia, Si. Louis, and San 
Francisco Civil Service Commission Regions, 

Description 

It is imperative that executives and managers throughout tlie Gov- 
ernment understand what the planning, programing, and budgeting 
system is and what they can achieve through it. This course has been 
designed for this purpose and will provide: (1) an understanding 
of what PPB is: (2) an understanding of what can bo accomplished 
through PPB; ^3) an awareness of economic principles underlying 
PPB; (4) a general knowledge, plus some actual guided experience, 
in the methods and techniques used; and (5) information regarding 
t ho experience of nondefensc agencies u^ing the system. 

Who May Attend 

This course is intended for Federal, State, and local government 
executives at grades GS-14 and above (or t lie equivalents) who would 
benefit from a better understanding of the PPB system. 

How To Make IS' o mi nations 

Nominations should be submitted to the Management Sciences 
Training ('enter, Bureau of Training, t\S. Civil Service Com- 
mission, 1000 E Street XW., Washington, 1>,C, 20115, Nomination- 
Registration for Training forms (Optional form 37) must be 
completed for each nominee. 

Oiher Information 

Fmther information may be obtained by telephoning area code 20*2, 
032-5000, or code 101, extension 25000. Contact regional training 
institutes for information about their programs. 
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FINANCE IN AGENCY MANAGEMENT 



Civil Service Commission 

Six. 5-day programs %vill be held in Washington, D.C. Similar 
programs v» il 1 bo presenled by ihe Philadelphia, Si. Louis, and 
San Francisco Regional Training Inslil’.iles. 

Description 

The program focuses on the interrelationships of financial specialties 
and their use in the internal management of an agency's programs. It is 
design \ to serve persons who are advancing to more responsible, posi- 
tions in the held of financial management, and persons assigned to 
non-finnneial positions who have a need fora better understanding and 
appreciation of financial management work. The course consists of 
preparatory readings, lectures, discussions, and case studies. 

Who May Attend 

Sessions in Washington, D.C. are 1 mited to Federal. State, and local 
employees, GS-0 through GS-13 (or the equivalent), who have 
responsibilities in one or more of tl e financial specialties and who are 
in positions requiring a general understanding of financial systems. 

Ilow To Make Nominations 

A Nomination-Registration for Training form (Optional form 37) 
should he submitted by authorized agency officials to the Management 
Sciences Training Center, U.S. Civil Service Commission, Washing- 
ton, D.C. *20415 for programs in Washington, D.C. 

Other Information 

For further information on this program in Washington, D.C. call 
code 101, 25000, or 632-5000. Contact the Regional Tiaining Institutes 
for information on their programs. 
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GENERAL ORIENTATION IN PROGRAM 
EVALUATION 

Civil Service Commission 

A 2-day program conductrd 10 times a year in Washington, D.C. 

A simUar program is offered in the Atlanta and San Francisco 
Civil Service Commission Regions. 

Description 

This course is designed to provide participants with: (1) an introduc- 
tion to the object 5 ,es and methodology of program evaluation; (2) a 
review of the fundamental principles involved; (3) a summary of 
most commonly used systematic approaches in the analysis and evalu- 
ation of Government programs; (4) a general knowledge of the sub- 
stance and format of the PPR concept; (5) a survey of current 
developments ami trends of Improvement in program analysis and 
evaluation. Tins orientation tills the need to provide a broad based 
understanding of program evaluation. 

Who May- Attend 

This course is intended for Federal, State, and local government em- 
ployees at grades GS-13 and below (or the equivalent) who will bene- 
fit from a letter understanding of the PPR system. 

Hoie To Make Nominations 

Nominations should lx* submitted to the Management Sciences Train- 
ing ('enter, Bureau of Training, l\S. Civil Service (Vmmission, 1000 
K Street N\V., Washington, D.C. 20115. Nomination-Registration for 
Training forms (Optional form 37) must l>o completed for each 
nominee. 

Other Information 

Further information may be obtained by telephoning 63 2-3 GOO, or 
co 101, extension 25600. Contact Regional Training Institutes for 
information about their programs. 



MANAGEMENT USE OF FINANCIAL INFORMATION 
Civil Service Commission 

A 3-duy program offered once each quarter. A similar program 
Mill be presented by the Si. Louis Regional Training Institute. 



Description 

This l-wee T : course consists of 20 class sessions, or di lasting about an 
liour and a half. Classes will consist of lectures, group discussions, and 
selected problems. Selected readings will be issued wherever appropri- 
ate. Examples and eases will l>o drawn largely from the public sictor. 
minimizing private sector samples. The objective is to help decision- 
makers better understand the type of resource information presently 
and potentially available to them through their accounting system 
for management control and performance evaluation. The relevance- 
of specific types of information to decisions and actions is focused 
within the total information system. 

Who May Attend 

'Participation w ill be limited to 30 managers. Persons nominated should 
bold positions which include significant responsibilities for managerial 
decisions, or alternatively, be in r.htlF positions where .nsight into t ho 
use of financial information in management decisions and control will 
enhance their performance. 

Hoxc To Make Nominations 

Nomination-Registration for Training foims (Optional form 37) 
should be submitted by authorized agency officials to the Management 
Sciences Training Center, U.S. Civil Service Commission, Washing- 
ton, D C. 20115. 

Other Information 

For further information on this program In Washington, D.C> call 
032-5000, or code 101, extension 25GOO. Contact the $t, Louis Re- 
gional Training Institute for more information on the program. 
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THE FEDERAL BUDGET PROCESS 
Civil Service Commission 

Eight 2-day programs will be held in Washington, D.C. Similar 
programs wifi be presented by the Atlanta, Philadelphia, St. I>oui», 
end San Francisco Regional Training Institutes. 



Description 

The course is intended for [ill Federal employees who dc not under- 
stand the interfaces and interrelationships among those activities in- 
volved in budgeting* It will lx? helpful particularly for those working 
in a professional capacity who are relatively new to the Government 
However, new and old alike will profit. It is designed to provide them 
with a general understanding of the function, histoiy, and procedures 
of the Federal Budget Process* Readings, lectures, and discus: .ons 
will cover the following topics: the place of budgeting; its evolution; 
general procedures in formulation, execution* and review; and roles 
pi a) ed by major activities. 

Who May Attend 

This course is available and of value to any professional level em- 
ployee, It should !>c indispensable to all employees in financial manage- 
ment or administration positions who are not knowledgeable on the 
processes* It is particularly >vell suited for those entering the Federal 
service, such as interns and trainees. 

How To Make Nominations 

Nomination-Registration for Training Forms Optional form 37) 
should be submitted by an authorized ag :y icsentative to The 
Management Sciences Training ( enter, \ ' Civil Service Commis- 
sion, Washington, I>.C. 20415. Call 032-5G00 or code 101, extension 
25600. Contact Regional Training Institutes for information cm their 
programs. 



Personnel Management 



EFFECTIVE COMMUNICATION FOR PERSONNEL 

SPECIALISTS 

Civil Service Commission 

4 3-day course to be held annually at the Civil Service Commission. 



Description 

V workshop course aimed at improving oral and written communica- 
j tions skills with specific reference to communicating the flexibilities 
of the Federal personnel system to managers, supervisors, employees, 
and the public. 

Who May Attend 

Personnel specialists GS-7 through 13 (or the equivalent) who have 
significant responsibility for explaining and interpreting the Federal 
! personnel system. 

\ How To Make Nominations 

| CSC nomination forms (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training C 'enter. Bureau of Training, l .S. Civil Service C om* 

I mission, Washington, I)-C. 20415. Exact cours' dates, cost, deadline 
j dates for receipt of nominations, and dates for confirmation of accept- 
ances will be listed in individual announcements which will reach 
agencies 0 weeks be fore the course. 

Other Information 

Agencies may obtain further information by calling 032-5030 or code 
101, extension 25G3G. 
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IDEAS AND AUTHORS— PERSONNEL 
MANAGEMENT 

Civil Service Commission 

Four evening session*., 7 to 10 pm., once a month for 4 months 
at the Civ il Service Commission, 1900 K Street M \V. 

Description 

Affords Federal personnel .specialists a chance to explore significant 
current publications throu^li direct discussion of the author's ideas in 
addition to systematic examination of the boohs themselves. At each 
session, an outstanding writer will discuss bis Ixiok, and an expert 
truest critic will present his reactions and commentary; after wliicli 
participants will liave an opportunity for discussion and questions. 
Honks arc furnished well in advance of the sessions at which they 
ane to lie discussed. 

Who May Attend 

This course is intended primarily for persons ocuipyin^ positions in 
any personnel management specialty, Individuals from other o'vupa- 
tional series will also be admitted to the extent that space permits. 

Iloic To Moke Nominations 

CSC' nomination forms (Optional Form *17) should be submitted by 
authorial (I agency l eoresentative.s to tlie Director. Personnel Mn inure- 
ment Ti.iimnj: Outer. Hrrean * j f Training, t‘.S. ( iv il Service Com* 
mission, ashmjfton, I>.( , ifO 4 1 .*>. Exact course dates, cost, deadline 
dates for receipt of nominal ions, and dates for confirmation of accept- 
ances will lie listed in individual course announcements whuh will 
reach agencies t> weeks be fore thecour.se. 

Other Information 

Agencies may obtain furl he : nforination by calling 002 50dG or c ode 
101, extension 250.5(1. 
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INTRODUCTION TO PERSONNEL MANAGEMENT 
Civil Service Commission 

A 5-day course lo be held four times a year at ihe Civil Service 
Commission, 1900 E Streel N\V. 



Description 

Defines and discusses the several personnel management specialties 
nnd t Dei r interrelationships, ami emphasizes thvir relationships with 
overall personnel management aiui total management; identities the 
special competences required for success in personnel management ; 
discusses current trends and developments in personnel management. 

7io Ifflv Attend 

Career employees, grades OS-5 through 0 (or the cepn valent ) , "nnIio aie 
lx‘<rinnin<; or have l>een selected for careers in personnel management ; 
management interns. trainees in otlier holds are abo eligible as 
space permits. 

Uotc To )Inke iS'otninations 

CSC’ nomination forms (Opt tonal Form 37) should !>o submitted by 
authorized a^enev representatives to the Director, Personnel Manage- 
ment Training ('enter, Ihircau of Training. 1 .S. ('ivil Service ( om- 
inis<ioti, WVbimztim. D.C. l Fxact course dates, cost, deadline 
dates for nn\ ipt of nominal ions, and dates for confirmation of accept- 
ances will he listed in individual announcements which will reach 
agencies (’> weeks Ik* fore the course. 

Other Information 

Agencies may obtain further information by calling fi«V2 a('»30 or code 
101. extension J5030, 



MANPOWKK PLANNING AND KKQUIKKMENTS 
Civil Service Commission 

A 3-da) course to be held annually at the CiaiI Service (.om. 
mission, 1900 K Street NW* 



Description 

Kxaminrs traditional, eunvnl. and emer^ino t henries and practices 
related to manpower planning. Explores problems iu\ol\ed in c.dab- 



100 ,: y • 



93 



lishing and implementing a manpower planning pnigram. TJlseussos 
older of priorities in planning, anticipating the problems wliieli ran 
l>e expected at each stage of the process ami integrating the findings 
into a comprehensive plan. 

Who May Attend 

Persons who are involved in aspects of manpower planning 

Mow To Make Nominations 

CSC 1 nomination forms (Optional Form -37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training 1 ('enter, Hnrenu of Training, 1\S. Civil Service Com- 
mission, Washington. I).(\ :>( ) H Exact course dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of accept- 
ances will ho listed in individual announcements which will reach 
agencies f weeks befoiv the course. 

Other Information 

Agencies may obtain further information by calling or code 

101, extension 25G3G. 

ORGANIZATION THEORY 

Civil Service Commission 

A course held art mi ally a( llie (mil Srnicr Commission, 

1900 K Street NW. 

Description 

Explores traditional and current organization theory in the light of 
Ixdmviorul studies of employee needs and motivations; discusses di- 
vergent views of human motivation, practical organization comdder- 
at ions, elfretivc leadership patterns', productivity, and achievement of 
program goals. 

ITTro May Attend 

Personnel oflhvrs, supervisors and malingers, GS-ll through 15 (or 
the equivalent). 
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Iloic To Make Nominations 

('SC 1 nomination forms (Optional Form 3f) should Ik* submitted by 
authorized agency representatives to ilu* Ihrector, IVvsonnel Manage- 
ment Training (enter, Bureau of 1 raining, l .S. ( nil Soi\icc Com- 
mission, Washington, I>.(\ 2041a. Exact course dates, cost, deadline 
dates for receipt of nominations, and dates for continuation of ac- 
ceptances will be listed in individual announcements which will reach 
agencies 0 weeks be fore the course. 

Other fn/ormnfion 

Agencies may obtain further information by calling G32-aG3G or code 
101, ox ten. do n 25G3b. 

PERSONNEL MANAGEMENT FOR MANAGERS 
Civil Service Commission 

A 3-<lav course held annually ol »l\e Civil Service Commission, 

1900 E St reel NW. 

Description 

Reviews the role of the upper-level manager in achieving mission and 
program goals through effect *vi management of human resources: 
covers the vole of the manager as personnel adunubtrafor in his own 
organ! /ait inn ; outlines the services and support lie should expect from 
staff personnel specialists and his responsibilities to thenii discu>se> 
current theories and principles of management as applied to the man- 
agement of personnel ; ami examines his role in connection \\nh 
evaluation of personnel management. 

IT/jo May Attend 

Program managers in CIS-12 (or the equivalent) and above: pri- 
marily intended for those with limited previous niauageriel oxpeii- 
cnee. Military officers, especially those with newly assigned responsi- 
bilities in the management of civilian staffs, are eligible and 
encouraged to attend. 

Hoic To Make Nominations 

CSC nomination forms (Optional Form *17) should Ik* submitted by 
authorized agency represent at Ives to flic Director, Personnel Manugc- 
ment Training Center, Bureau of Training, 1 S. Civil Service ( om* 
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mission, Washington. I).C\ 2041/). Exact course dates, cost, deadline 
dates for receipt of nominations, and eli tes for confirmation of accept- 
ances will be listed in individual announcements which will reach 
agencies 0 weeks before the course, 

Oilier information 

Agencies may obtain further information by calling (1.42-5030 or code 
101, extension 25030. 



PERSONNEL MANAGEMENT EOH PERSONNEL 

SPECIALISTS 

Civil Service Commission 

This cour>c *iU have 8 frlJ tluy sr*vions meeting once u week 
for 8 mjccc>m'\c Hccli! 8 . /l is held tnice a year at the Cxtii Service 
Commission , 1900 t Slrrrl Ml'. 

Description 

Intensive coverage of the personnel management function, with the 
use of a comprehensive texi. The course will meet one day a week for 
S weeks, so that participants will have lime between sessions to 
assimilate what lias been presented and to prepare for subsequent 
sessions. Participants will al>o prepare and present a research paper. 

Who May Attend 

Personnel specialists (is -!> tlnough 13 (or the equivalent) ; especially 
designed for those whose previous experience or training lias not 
a Honied a broad view of the personnel function, 

Don To Make dominations 

i'SC nomination forms (Optional Form 4T> should lx 1 submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Outer, Ihuvau of Training, l\S. Civil Service (’niii- 
mission, Washington, P.(\ 2<U15. Exact course dates, cost, deadline 
dates for receipt of nomination, and dates for confirmation of accej^t- 
ances will be listed in individual announcements which will reach 
agencies (i weeks before the course. 

Other Information 

Agencies may obtain futlhr-r infom by calling 0.42-5030 or 

code 10 1, extension 250.40. 
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PSYCHOLOGY AND THE MANAGEMENT OF HUMAN 
RESOURCES 

Civil Service Commission 

A 3-day course held twice a year at the Civil Service Commission* 

1900 E Street NW. 

Description 

Explores problems of human behavior in the organiz it ion in the light 
of psychological research findings, with speeilic applicability to: 
institutional requirements (selection, development, and counseling of 
employees) : individual characteristics (personnel and organizational 
psychology and human motivation) ; and group influences (communi- 
cation and employee-management relations). 

R7to May Attend 

Middle-level stall" and supervisory employees (GS-'d through FI or the 
equivalent), as well as jxTsnnnel specialists, who need to know more 
about the science of human Itehavior. This course is not intended for 
j>eop]e who have had intensive courses in personnel psychology or 
i nd ust rial psych >logy« 

Ho ic To Make dominations 

( SC juniiinat ion form {Optional Fnnn 37) should be submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training ('enter. Hureau of Training. C.S. Civil Service Com- 
mission. Washington. I).(\ -JOHo. Exact course dates, cost. deadline 
dates for receipt of nominations, and dates for cmilmnatinn of ac- 
ceptances will he listed in individual announcements which will reach 
agencies 0 weeks before the course. 

Other Information 

Agencies may obtain further information by calling ti.32-oti.3f> or code 
10 1. extension 2oG3G. 
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THE MANAGER’S ROLE IN OCCUPATIONAL 
MENTAL HEALTH 

Civil Service Commission 

A 3-day course to be held twice a year al the Civil Service Com- 
mission, 1900 E Street NW. 

Description 

Designed to increase managers' understanding of the underlying 
causes of common behavior problems, broaden the range of possibilities 
open to managers in coping with problem employees, and identify re- 
sources available to employees with emotional or social problems. 

The conceptual framework — social, psychological, and medical — is es- 
tablished through lectuiv/uiscussion sessions with mental health pro- 
fessionals. Interspersed with lecture /discussion sessions arc case 
discussions in small groups, with emphasis on the participants discuss- 
ing and analyzing problems from their own experience. A professional 
resource person is available to each group. Subjects covered include: 
absenteeism and tardiness, alcoholism and drug abuse, interpei’sonal 
con. iict, overdejieii donee on others, destructive and threatening be- 
havior, the manager's feelings and reac tions to such problems, current 
views of the Civil Service Commission and the com is with reference 
to agency actions in connection with problem employees, and commu- 
nity resources. 

Who May Attend 

Supervisors and manager, (»S-0 and above (or the equivalent). 

How To Make Nominations 

CSC nomination form (Optional Form 37) should be submitted by 
authorized agency representatives to the Dim tor, Personnel Manage- 
ment Training Center, Hurenu of Training, l .S. Civil Service Com- 
mission, Washington, D.C. ‘20115. Exact course dates, cost, deadline 
dates for receipt of nominations, ami dates for confirmation of ac- 
ceptances will he listed in individual announcements which will reach 
agencies C weeks before the coni'se. 

Other Information 

Agencies may obtain further information by calling 032-5030 or code 
101, extension 25030. 
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TECHNICAL TRAINING 



Automatic Data Processing 

Computer Specialist 



DECISION LOGIC TABLE WORKSHOP 
Civil Service Ccnimission 

A 3-day tutorial program lo be held September 21-23, 1971 ; 

1972 at the Civil Service Commission, 1900 K Street XXV. 

1972 at the Civil Service Commission, 1900 E Street XW. 

Description 

Although division tables arc useful in many different situations, the 
focus in this course will be nixm their relevance to data processing 
systems. The workshop is designed to teach students t he fundamental 
concepts of decision logic tables, and to develop competence in using 
these techniques for improving; communications and standardizing 
dix'uinentation. A basic proficiency in using decision tables will be 
develojvd by having students complete a series of increasingly difficult 
assignments utilizing limited, extended, and mixed entry tables. Stu- 
dents will be taught how to develop optimum tables and how to link 
tables together for documenting series of complex decisions. Students 
will learn how decision tables can lx? used effectively throughout the 
systems development process by operating managers and their staffs, 
and by systems analysts, proginmers, and other computer specialists. 
Also covered in the workshop will l>c the conversion of decision tables 
to computer programs by coding and by using higher level languages. 

IT ho Mny Attend 

Tins program is open to full time employees, GS-9 and above (or 
equivalent), in !>oth management and staff functions, who need a tech- 
nique for documenting and communicating their decision methods or 
systems designs. 

How To yfnke Nominations 

Nominations should l>c submitted by authorized agency representa- 
tives to the Pircilor, The ADI* Management Training Outer, l\S. 
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Civil Service Commission, Washington, D.C. 20115. Nominations will 
close one month before the class commences. 

Other Information 

The cost of this program — $150 per person will be share d by the par* 
tici pitting agencies. Announcements with more detailed information 
will lx? sent to all agencies. Agencies may obtain further information 
from the ADP Management Training Center, 032-5050, or code 101 
extension *25650. 




FUNDAMENTALS OF ADP FOR COMPUTER 
SPECIALIST TRAINEES 

Civil Service Commission 

On iniroduclory 1-week course lo be conducted two limes 
during this fiscal year at the Civil Service Commission, 1900 E 
Street NW, 

Description 

This program will expose students to almost all facets of data process- 
ing. The orientation to computer concepts will include a history of 
ADP; the logic behind the computer; the structure of computer com- 
ponents and the capabilities of the computer: and the various input/ 
output dcvicesnnd media. 

This accelerated course will include- both systems analysis and pro- 
grrming assignments in workshop exercises. Students will make use of 
the various techniques of systems analysis and design when they gen- 
erate data requirements, processing specifications and systems (low- 
charts. 

Two weeks will be devoted to COBOL; FORTRAN will he presented 
in the latter part of the course. In addition, the students will be made 
aware of other languages and application programs and will W given 
an introduction to operating systems and decision logic tables. They 
will be given a lecture on time-sharing and will also make use of one 
phase of time sharing; interactive problem programing. 

The students will lx* given a well-rounded education on computers and 
a complete ADP picture. Kaeh participant who successfully completes 
this training program can reasonably be exported to write moderately 
difficult computer programs or work as a junior iiiciuIkt of a systems 
team. On-the-job training under the guidance of an experienced com- 
puter ?|>ecialist will be required after (he formal class training in 
order to develop a competent computer specialist of I lie trainee. 
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Who May Attend 

Individuals who will bo expected to fill positions in the Computer 
Specialist scries (encompassing Computer Programmer, and Com- 
puter Specialist, positions) in grades GS-5 and .above (or equivalent) 
are eligible to attend. 

Hoiv To Make Nominations 

Nominations should be submitted by authorized agency representa- 
tives to the Director, The A DP Management- Training Center, U.S. 
Civil Service Commission. Washington, D.O. 20415. according to flic 
following schedule: 

Oour^f date* Xom'nntion deadline 

September 27 — Oelobu*29. 1971 September 1, 1071 

February 7 — March 8, 1972 January 10. 1972 



Other Information 

The cost of this program — $000 per person — will be shared by the 
participating agencies. Announcements with more detailed informa- 
tion will lx? sent to all agencies well in advance of the program. Con- 
sult t he quarterly calendar or schedule of The ADP Management 
Training Center for sessions w inch may be added to rhe above course 
dates. Agencies may obtain further information from The ADP 
Management Training Center, 032- 5 050 or code 101 extension 25050. 



SEMINAR IN ADVANCED COMPUTER SYSTEMS 
TECHNOLOGY 

Civil Service Commission 

A l*Kcek program to be held August 23-27, 1971; >o>tm- 
ber 29-Dccembcr 3, 1971; and March 20-21, 1972 at the G>il 
Service Commission, 1900 K Street MW. 



Description 

This seminar is designed to acquaint the computer specialist with 
state-of-the-art information about hardware, software, and appli- 
cations. Although oj>en to computer programers the course will serve 
primarily to ujnlate the technical knowledge of t lie ADP systems ana- 
lyst. Among the topics to le discussed are; hi) implications of the 
newest multi-use computers: ( b) considerations for redesigning, 
modifying or expanding present systems: (r) IiardwaioAoftw are 
cmnpatability and conversion problems; (</) advances in ojxuiiting 
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systems; (c) higher level programing languages; (/) current real time 
and time'Sharing capabilities; (g) proprietary software packages; 
and (A) developments in input output devices. 

Who May Attend 

ADP systems analysts and programers and other computer specialists 
are eligible for nomination. Attendance isopen to Federal, State, and 
local government employees. 

How To Mahe Nominations 

Nominations should lx? submitted by authorized agency representatives 
to the Director. The ADP Management Training Center. U.S. Civil 
Service Commission, Washington, I).C. 20415, no later than one month 
before course commencement. 

Other Information 

The cost of this program — ‘ $200 per person — will be shared by the pur* 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies well in advance of the program. Consult the 
quarterly calendar or schedule of The ADP Management Training 
Center for sessions which may be added to the above course dates. 

‘ Agencies may obtain further information from The ADP Management 

j Training Center by calling, 032-5650 or code 101, extension 25650, 




SEMINAR IN COMPUTER SYSTEM EVALUATION 
AND SELECTION 

Civil Service Commission 

A 3-day seminar lo be conducted September 28-30, * .’I ; Novem- 
ber 3-5, 1971; and February 3-10, 1972 al the Chil Service 
Commission* 1900 K Street NW. 

Description 

This program will consist of lecture, discussion, and workshop sessions 
centering on the questions of: {< /) generating speeificat ions: (ft) eval- 
uating vendor proposals; (c) benchmark programs; (d) simulation 
a.s an evaluation tool; (c) contrac t negotiations; {/) other considera- 
tions, The course will Ik* conducted by individuals with extensive 
experience in system evaluation and selection. It will emphasize ti e 
entiie solution /acquisition cycle in the context of current Federal 
acquisition policies and regulations. 
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Who May Attend 

Government employees, GS -11 mill above, or equivalent, whose 
responsibilities involve part icipal ion in the computer evaluation 
and selection jjroress are eligible to attend. A knowledge of ADP 
fundamentals is necessary for meaningful participation in this 
reminar. 

lloic To Make Nominations 

Nominations should be submitted by authorized agency representa- 
tives to the Director, The ADP Management Training Center, U.S. 
Civil Service Commission, Washington. D.C. 20415. Nominations 
will close one month before class commences. 

Other In/ormation 

The cost, of tlie program — $105 per person — will be shared by the 
participating agencies. Announcements with more detailed informa- 
tion will be sent to all agencies well in advance of the program. 
A gene it 5 may obtain further information from The ADP Manage- 
ment Training Center, 632-5050 or code 101 , extension 25650. 



SYSTEMS WORKSHOP FOR COMPUTER 
SPECIALISTS 

Civil Service Commission 

A comprehensive 3-xcek, Ixo-part training projtram in the 
fundamentals of the ADI* *}*(etu% development process to be 
conducted July 12-23, 1971 (Phase 11 ) ; September 27— October 1, 

1971 (Phase 1) } November 1-12, 1971 (Phase 11) ; and May 8-12 

1972 (PI ase I) ; June 12-23, 1 972 (riiase It) at the Civii Service 
Com mission, 1900 K Street NW . 

Description 

This 3- week training program is specifically de igned for computer 
program ers and systems analyst trainees who need a .firm grounding 
in the fundamentals of systems analysis and design. The in 
depth, comprehensive program is presented in two Phases: Phase I — 
Basic Concepts, 1 -wcek session designed to provide an introduction 
to the fundamentals of the total systems design process and 
Phase II — Application Workshop, a 2 - week session of work problems 
and case study designed to develop a basic coiiqietence in the skills 
and techniques of systems analysis and design. Tlie objective of the 
program is to develop junior analysts who can do systems work with 
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minimum guidance from experienced analysts. The program will be 
concluded by a stall' of highly accomplished data processing technical 
educators. 

Who May Attend 

Computer specialists, newly assigned systems analysts, computer pro- 
gramed and others with a need for working knowledge of systems 
analysis techniques are eligible for nomination. Prerequisites for the 
course are: (I) a thorough appreciation of A DP, and (2) computer 
programing experience. Attendance is open to Federal. State, and 
local government employees. 

Ilotc To Make Nominations 

Nominationsshould be submitted by authorized agency representatives 
to the Director, The ADI* Management Training Center. l\S. Civil 
Service Commission. Washington. D.C. 20415. according to the above 
schedule. .Nominations will close one month before the course 
commences. 

Other Information 

The cost of (lie 3-iveek program — £150 per [>erson — will lx» shared by 
the participating agencies. Announcements with more detailed infor- 
mation and nomination procedures will he sent to all agencies well 
in advance of the program. Agencies may obtain further information 
from The ADP Management Training Center by calling, 032-5050 
or code 101, extension 25650. 



Programing 



BASIC INTERACTIVE PROGRAMING 
Civil Service Commission 

A 3 -day workshop in ir.lrotiuclory conversational computing to 
be conducted! three times in this fiscal year al ihe Civil Service 
Commission, 1900 E Street MW. 

Description 

This course, is designed to provide a working knowledge of an aspect of 
timesharing— problem striving through interactive programing. 
Participants code at least two programs one of which isa problem that 
is in their area of interest. These pioblems are analyzed and coded into 
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computer programs which are tested on (he computer through a termi- 
nal. Students work in small teams in Hie solution of a class problem 
and individually or in teams on the problems which they defined and 
formulated. Ample opportunity to use the remote computer terminal 
is given during the workshop session. An overview of ADI 1 fundamen- 
tals and an introilnetion to time-sharing are among the other topics 
that will he covered in this course. No previous knowledge of time- 
sharing or programing is necessary for participation in the course; 
however, some familiarization with computer concepts such as that 
presented in An Introduction to ADD. Ky?cutive Seminar in A I)P, 
or Management Introduction to ADP will be helpful. 

Who May At fend 

This program is open to career Government employees, GS-h and 
above, or equivalent, with a requirement to become familiar with the 
fundamentals of time-shared programing. 



How To Make Nominations 



Nominations should be submitted by authorized agency representatives 
to the Director, The ADP Management Training ('enter, V.S. Civil 
Service ( 'ommission, Washington, D.C. •20415, according to the follow- 
ing schedule : 



Cour*c date* 

duly 27-20,1 071 
November 8-10, 1071 
May 3-5, 1072 



\orn fruition deadline 

duly (i, 1071 
Octotor 1% 1071 
April 14, 1072 



Other Information 

The cost of the program— $165 per person — will be shared by the par- 
ticipating agencies. Announcements with more detailed information 
will he sent to all agencies well in advance of the programs. (7>iMilt 
the quarterly calendar or schedule of The ADP Management Training 
(enter for sessions which may be added to the above course dates. 
Agencies may obtain further information from the ADP Management 
Training Center, (532-5050 or code 101, extension 25050. 
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COBOL PROGRAMING TECHNIQUES 
Civil Service Commission 

A 5-day course in the advanced techniques applied in COBOL 
programing to be held October )8— 22, 1971; January 31— 

February 4, 1972; and May 1-5, 1972 at ihc Civil Service Com- 
mission, 1900 E Street INW- 

Description 

The one*week workshop, COBOL Programing Techniques, will con- 
sist of lecture sessions sup]>orte<l by work-shop exercises designed to 
teach selected elements of ANS COBOL through their Application. 
Access to a third generation computer system will be available through 
remote batch input output equipment located in the classroom. The 
workshop session will be scheduled to permit compilation, and teeing 
during the class hours. 

The following topics are among those to be covered in this course: 

— Review of Elementary COBOL 
— Tse of File Storage 
— Input output Control 
— One Dimensional Lists 
— Sorting 

— Summary Reporting 
— Table Handling 
— Directories 
— Segmentation 
— Testing Conditions 
— logical Control 
— Options of the Perform Verb 
— Programing requirements 



Who May Attend 

Persons with at least six months of COBOL Programing experience 
in grades GS-a and alxne (ortho equivalent) are eligible toattend. At 
tendance isopen to Federal, State, and local government employees. 



Mote To Make Nominations 

Nominations should be submitted by authorized agency representa- 
tives to the Director, The A DP Management Training Outer, C.S. 
Civil Service Connmssioui, Washington, 1KC. ‘20115, no later than one 
month before course commencement. 
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Other Information 

The cost of this program — $‘250 per person — ■■will be shared by the par- 
ticipating agencies. Announcements with move detailed information 
will be sent to all agencies well in advance of the program. Consult the 
quarterly calendar or schedule of The ADP Management Training 
Center for sessions which may be added to the above course dates. 
Agencies may obtain further information from The AI)P Manage- 
ment Training Center, by calling 032-5650 or code 101 extension 25050. 



A 7-chy lutorial program lo be held August 9-20, 1971; Sep- 
tember 1 3-24, 1971; December 6-17, 1971; March 6-17, 1972; 

April 17-28, 1972; and June 12-23, 1972. The program begins 
with three days of lecture followed by workshop problems on the 
following alternate days. The scheduled days are Monday, Tuesday, 

Wednesday, and Friday the first week, and Monday, Wednesday, 
and Friday the second week, This program will be offered at the 
U.S. Civil Service Commission, 1900 E Slrcet NW. 

Description 

Tho seven-day workshop, Fundamentals of ANS COBOL, lias been 
designed to provide persons who have a grasp of basic, computer con- 
cepts with the ability to write COBOL programs of moderate com- 
plexity. The course lias been scheduled to permit time bet ween sessions 
for study end preparation, and to allow for keypunching of workshop 
programs. Each student will develop and test two programs on the 
Commission's third gener.it ion computer system. (A remote card 
reader and printer *.*’11 be located in the classroom). 

Who May Attend 

Persons with a knowledge of data processing concepts (preferably 
with some prior programer training) in grades GS-5 and above (or 
tho equivalent) are eligible to attend. Xo know ledge of COBOL is re- 
quired or expected. Class size w ill be limited to twenty participants so 
that each may benefit fully from the workshop environment. Attend- 
ance is open to Federal, State, and local government employees. 

How To Make Nominations 

Nominations should bo submitted by authorized agency representa- 
tives to tho Director, The A DP Management Training Center, U.S. 



FUNDAMENTALS OF ANS COBOL 
Civil Service Commission 
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Civil Service Commission, Washington, D.C., 20115, no later than one 
month before the course commencement. 

Other In/ormofion 

The cost of this program — $275 per person — will be shared by t lie par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies well in advance of the program. Consult 
the quarterly calendar or schedule of The ADP Management Training 
Center for sessions which may be added to the above course dates. 

Agencies may obtain further information from The. ADP Manage- 
ment Training Center by calling, 632-5650 or code 101, extension 
25650. 



FUNDAMENTALS OF FORTRAN IV 
Civil Service Commission 
A 5-ctay course in FORTRAN programing 

Description 

FUNDAMENTALS OF J "'TRAN IV is a 5-day course designed 
to provide participants wit.i working knowledge of the FORTRAN 
programing language. Ti e course will bo based on standard FOR- 
TRAN as adopted by the American National Standards Institute to 
insure generality and compatibility between the various versions of 
the language. 

Although the course will concentrate on the use of FORTRAN as a 
programing language for problem solution, it will also include funda- 
mentals of ADP and an introduction to time-sharing. Students will 
learn to make use of a time-shared terminal in testingcodingexemscs 
on the computer as FORTRAN statements are presented and learned. 
In order to reinforce the lessons presented in the lectures, students will 
code programs and test programs th rough either the remote computer 
terminal or remote, batch pro .'ssing equipment during workshop 
sessions, 




Who May Attend 

Entry-level prograrners, exj»erienced programers who want to learn 
a nc .* programing language and individuals in technical j>ositinns in 
which a knowledge of FORTRAN is helpful in grades (tS-5 and 
above (or equivalent) are eligible to atte: d. 
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How To Make Nominations 

Nominations should be submitted by authorized agency representatives 
to the Director, The ADP Management Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20415, according to the follow- 
ing schedule: 

Course dates Nomination deadline 

August. 30-September 3, 1071 AugustG, 1 97 1 

January 24-28, 1972 January 3, 1972 

April 17-21,1972 March 20, 1972 

Other Information 

The cost of this program — $250 per person — will be shared by the par- 
ticipating agencies, Announcements with more detailed information 
will be sent to all agencies well in advance of the program. Consult the 
quarterly calendar or schedule of The ADP Management Training 
Center for sessions which may be added to the above course dates. 
Agencies may obtain further information from The ADP Manage- 
ment Training Center, 0.12-5650 or code 101, extension 25650. 



Systems Analysis 



ADP SYSTEMS ANALYSIS SEMINAR 
Civil Service Commission 

An 8-v»c*k program scheduled from July 12-AuguM 30, 1971 and 
from January 1 .^February 28, 1972. The program begins >% ilh 
one }£-day session followed by freven full-day w*sion* at weekly 
interval?. The program will be offered at the Civil Service Com- 
mission, 1900 E Street fSW. 

Description 

This seminar is designed for those functional area employees and mali- 
ngers who must communicate and work with computer technicians 
(system analysts and pregramers) in developing ADP systems. Inter- 
action between participants and session leaders is encouraged. Among 
the subjects to bo discussed are: {<?) Principles of ADP: fundamentals 
of computer programing, components and capabilities of computers: 
(£>) ADP systems analysis concepts: the systems development process, 
problem definition, feasibility studies, data analysis, equipment 
considerations, management planning and control, systems imple- 
mentation and o|xratinii; (r) ADP systems and analysis techniques: 
flowcharting, decision logic tables, forms analysis and design, manage- 
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ment-related uses of the computer, i.e. operations research. The 
students in this seminar will be expected to exert a considerable amount 
of individual effort, both during and between the scheduled sessions. 
Although this is an introductory program in ADP Systems Analysis, 
participants will find it most helpful to have attended Management 
Introduction to ADP or an Introduction to ADP. 

Who May Attend 

Persons serving in management fields or programs at and above 
(or equivalent) who are preparing for or arc affected by ADP systems 
are eligible for nomination. This course is not intended for ADP 
Trainees (see Fundamentals of ADP for Computer Specialist 
Trainees) or current computer programers and analysts (see Systems 
Analysis for Computer Programers, Systems Workshop for Computer 
Specialists, Seminar in Advanced Computer Systems Technology, or 
Workshop in ADP Systems Analysis Techniques) . 

How To Make Nominations 

Nominations should be submitted bv authorized agency representatives 
to the Director, The ADP Management Training Center, U.S. Civil 
Service Commission, Washington, D.C. 20415 no later than one 
mont h before course commencement. 

Other Information 

The cost of the program — $*215 i>er person — will l>e shared by the par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies. Agencies may obtain further information 
from The ADP Management Training Center, 632-5050 or code 101, 
extension 25G50. 



FIELD WORK PROGRAM IN ADP SYSTEMS 
ANALYSIS 

Civil Service Commission 

An 8 >reck prog, am conducted from July 16— September 3, 1971; 

• nd January 14 -March 3, 1972. The program beprin* with a *£-day 
aeMion followed by 7 full-day $e*«ion<i at weekly interval*. The 
proyra m witl be offered at the C.S. Civil Service Commission, 

1900 E Street NW. 

Description 

The Field Work Program is offered as a practical workshop for those 
who require a working knowledge of ADP systems analysis and design. 
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Participants will be expected to have a basic knowledge of A TIP sys- 
tems analysis and design acquired either through prior training or 
appropriate work experience. 

On the first day of class the students will be assigned to a s\>tcms team 
and given a systems assignment to complete. Each team is expected to 
gather and analyze data about the present system and to design a re- 
placement system for computerizing the operation. An oral presenta- 
tion of the new system will be made by each team upon completion of 
the project. In addition, a systems package containing narrative and 
flowchart, descriptions of the proposed system, as well as input/output 
descriptions, processing instructions, forms samples, proposed work 
schedules, etc., will Iw produced by each team. These will be critiqued 
on an individual team basis by the instructor. 

Who May it tend 

Persons who have the necessary grounding in A DP systems analysis 
and design fundamentals (see description) at GS-7 and alx>ve (or 
equivalent) maybe nominated to attend this program. (Current com- 
puter programers and systems analysts should consult course descrip- 
tions of Systems Analysis for Computer Programers or Systems 
Workshop for Computer Specialists.) Attendance is open to Federal, 
State, and local government employees. 

How To Make Nominations 

Nominations should be submitted by authorized agency representatives 
to the Director, The AI)P Management Training ('enter. T \S. Civil 
Service Commission, Washington, 1).C. 20415, according to the above 
schedule. Nominations will dose one month before the course 
commences. 

Other Information 

The cost of tire program — $105 per person — will be shared hy the par- 
ticipating agencies. Announcements with more tietailed information 
will be sent to all agencies well in advance of the program. Agencies 
may obtain further information from The ADP Management '('min- 
ing Center by calling 032-5050 or code 101, extension 25050. 
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SYSTEM ANALYSIS FOR COMPUTER 
PROGRAMERS 

Civil Service Commission 

A 1-week program to be lielJ .September 13-17, 1971; Rroem- 
iK'r 6-10, 1971; Mareli 27-31, 1972; ami May 22-26, 1972 at 
the Civil Service Commission, 1900 K Street NW. 
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Description 

1 liis course is specifically designed for computer prog ranters who need 
:l bettor understanding of, or who arc preparing for assignments in. 
ADP systems analysis. Prior knowledge of computer components and 
experience in computer programing coueepts will he presumed. Tlic 
course will move immediately into the functions und techniques of sys- 
tems analysis and design, and will include coverage of such topics as 
('0 I he extent and tasks of systems analysis; ( b) the systems develop- 
ment process; (r) the feasibility study ; (</) a Italy.- is of the present 
system; {e) developing specification^ for the new system; {/) design- 
ingiupnt, output, and 15 le layouts for the new system: (r/) designing 
requirements and test data for programs and subroutines: and (//) 
documentation. 

IF ho May Attend 

Computer programers and newly assigned analysis (with programing 
experience) are eligible for nomination. Attendance isopen to Federal 
State, and loeal government employees. 

Ifoic To Make Nominations 

dominations should be submitted by authorized agency representatives 
to the Director, The ADP Management Training ('enter, t\S. Civil 
Service Commission, Washington. D.C. 20113. according to the above 
schedule. Nominations will close one jnonth before the course 
commences. 

Other Information 

I no cost of the program $200 per person -will be shared by the par- 
ticipating agencies. Announcements with more detailed information 
will 1* sent to all agencies well in advance of the program. Agencies 
may obtain further information front The ADP Man igemcnt T.-ain* 
ing Center by calling 032- 3030 or code 101. extension 2e0f>0 
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W ORKSHOP SERIES IN ADP SYSTEMS ANALYSIS 
TECHNIQUES 

Civil Service Commission 

A series of fi\c 3-da) workshops lo he conducted at the Civil 
Sen ice Commission, 1900 E Slreet N\\ . 



Description 

This series is specifically designed for computer progviimers and sys- 
tems analysts who must- increase their skills in the use of some of the 
noi*o advanced techniques of systems analysis. The- workshops cover 
five major subject areas, each workshop session exposes the student to 
an in-depth presentation of speeific systems analysis and design skills 
and will include demonstration examples and case study problems for 
tin*, student to solve. The subject areas and dates of the courses arc 
outlined below" : 



September 21- 2:1. U)7l 
October 10-21, 15)71 

NovciuIrt 1(1-1 S. PJ71 

1 )ecember 1 1 lb, 1071 
Jammy 1 S 2b, 107 1 



J )ata (lathering; 
Computer File 
Struct u res 

l hiderstundmg ( >per- 
1 n^r Systems 
Problem Solving 
Efficient Computer 
Systems Ft ili na- 

tion 



February la- 17. 15 , 72 
Maivii 14-lb. 1 5)72 

A pril 2a 27. 15>72 

May 1 G— 18, 1972 
June 2(1-22. 1072 



Who 1 May Attend 

ADP systems analysts and other computer specialists with a require- 
ment to Ixvomo familiar with the specific tools and techniques pre- 
sented in this course are eligible for nomination. This course is not 
intended for inexjn i ienced syMcms analysts, who should attend Sys- 
tems Workshop for ( 'omputer Specialists before enrolling in this pro- 
gram. Attendance is o[>eii to Federal. Stale, aiul local government 
employee**. 



Ho to To Make i\on A nations 

Nominations should In* submitted by anlhoibied ageiicv repivsenta- 
tives to the Director, 'Flic ADP Management Training Center, IT.S. 
('ivil Service ('ommission, Washington, D.(\. *Jbll.% itrmnling to the 
[iImjvo schedule. 



Ot/tcr Information 

The cost of each program 1? Dm jk*i person- will be shared by the 
part ieipat ing agencies, Announcements with move detailed in forma- 
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t ion and nomination procedures will bo sent to nil agencies well in 
advance of the program. Agencies may obtain further information 
from The A I)P Management Training ('enter by ('ailing, i A2-5G50, or 
0(xlc 101, extension 25050. 



Budget and Finance 



ACCRUAL ACCOUNTING PROCEDURES IN 
FEDERAL AGENCIES 

Civil Service Commission 

A 3-day course offered bimonthly in Washington, D.C, and 
intermittently in major U.S. cities. 

Description 

This course will facilitate the transition to Governmental accounting, 
for those i>ersons whose past accounting cxixu'ience or training lias 
been in the pri\ ate sector. It will acquaint t lie participant with “fund 
accounting'- procedures for those transactions which have no counter- 
part in the private sector (i.e., allotments, apportionments, commit- 
ments, and obligations) , Two practice case studies, IlUisttatice Agency 
and /i 'epi'cscntatii'c Agency will demonstrate how typical transactions 
a iv recorded in double-entry form, t heir effect oil various accounts, 
and the resulting financial statements ( i he Statement of Financial 
Position, and the Statement of Operations, and the Statement of 
Changes in Government- Equity)/ 

Who May Attend 

There are no grade restrictions for participation; howcvei, the course 
presumes sonic knowledge of elementary bookkeeping or accounting. 
The. course is particularly suitable for those recent biros or others 
about to embark on a career in financial management (i.e., ace 'minting, 
auditing, or budgeting), whose past accounting education mid train- 
ing has l>oen in the private sector. 

Those who have little or no knowledge in either bookkeepi ng nr ac- 
counting should apply for the 5-day elementary course, Governmental 
PocAkeeping and Accounting. Those who are established in their 
carvers and desire a more advanced course dealing in accounting con- 
cepts may vnnt to consider the 5 -day Accrual Accounting Workshop, 
The Management Sciences Training Center staff may lv contacted at 
032-5GOC, or rode 10], extension ‘25600 to determine the most, suitable 
course for the nominee. 

m 
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How To Make Nominations 

Authorized agency ofti'-ials should complete Nomination-Registration 
for Training (Optional form *17) for each nominee. Nominations for 
those wishing to attend the courses in Washington, F).(\ si. mild lie sub- 
mitted to The. Management Sciences Training t Voter: U.S. Civil 
Service. Commission ; Washington, P.C. 20 , 15. Nominations for those 
wishing to attend the courses in other cities should lie submitted to the 
nearest U.S. Civil Service Commission Regional Training Center. 

Other Information 

Detailed announcements will be published well in advance of each 
course ottering. Further information may I >e obtained by telephoning 
(132 5(>U0, or code 101. extension 25000. 

AUDIT MANAGER SEMINAR ON GAO 
REQUIREMENTS 

Interagency Auditor Training Oilier 

A 2-day seminar to Ik ^n<n it I the AWtnonl lUiildini:, 6tli 
floor, 8120 Woodmonl Ak., Wadiinglon, D.C. 2001 1. 

Description 

Euro] lets of this seminar will review ami examine GAO requirements 
on : 

A< counting Principles and Standards for Federal Agencies and 
I h'partmcnts. 

Internal Auditing in Federal Agcnciesand Departments. 

Obstacles and [imposed solutions *vlative to above-mentioned require- 
ments will be dismissed. 

If 7*o May At tend 

Tliis seminar is recommended for audit managers who have leading 
roles in the direction nt iheir oifircs' audit activities. GS 13/10 keel 
suggested, or tlie equivalent. 

How To Make Nomination* 

Nomination Registration for fraiiiing, Optional Form 37. should 
Ih* submitted for each nominee to Registrar. Intorageivy Auditor 
Training (’enter, Woodumiil Building, Oh Floor, slji) Woodmmit 
A vc.. Washington. D.C., 2(>>ll. md la cr than 2 weeks prior to the 
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course. Tlic cost of the seminar is $80 per participant. For furt her in- 
formation, call Registrar, Interagency Auditor Training Outer, (301) 
495-0351 or 1 IJS Code 170-0351 . 

AUDITING SYSTEMS SUPPORTED BY ADP 
EQUIPMENT I 

Interagency Auditor Training Center 

A 5~day course lo be given at ihe Wooditionl Building, 6\h Floor, 

8120 Woodmont Ave., Washington, D.C. 20014. 

Description 

Tliis course is the first of a program of three integrated strategically 
space 5-day courses on Auditing Systems Supported by ADP Equip- 
ment. The program is designed for the modern auditor wi n examines 
systems which contain or are supported by varying amounts of ADP 
equipment. The program emphasizes the need for obtaining the audit 
expertise to deal with the new systems management is employing to ac- 
complish its mission. ADP is kept in its proper perspective, that is, it 
is a part of the system, but not the subject of the audit. Enrol lees of 
this first course will obtain new tools made necessary by the presence 
of ADP equipment in systems, a sound basis for practical auditing ex- 
perience in the new environment, and a foundation for further special- 
ized t raining in data automation, ('overage includes : 

Introduction lo System Analysis and Design 

ADP Equipment 

ADP Terminology 

Grid and logic Chart Preparation 

Internal Control* and A'idil Trails in an ADP Environment 
Survey Techniques and Approaches for Auditors 
Ha>ic Auditing Approaches and Techniques 

\f hn May Attend 

(’nurse is recommended for selected Government amidol's of the (iS 
9/15 grade level or the equivalent. Knrolleos should have a need for 
this specific course and should have the ability to master new subjects 
quickly. 

Note To Make dominations 

Nomination Registration for Training. Optional Form 37. should be 
submitted for each nominee to Registrar, Interagency Auditor Train- 
ing Center, Woodmoni Building, fit It Floor. M2" Woodunmt Are.. 
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Washington, D.C. 20014 not later than two weeks prior to the be- 
ginning of the course. The cost of the course is SD* r > per participant. 
For further information, call Registrar. Interagency Auditor I min- 
ing Center, (301 ) PJo— G351 or ll)o (Ode li9-(>3ol. 



AUDITING SYSTEMS SUPPORTED BY ADP 
EQUIPMENT II 

Interagency Auditor Training Center 

A 5-day course lo lx* given at the \\ oodnionl Building, 6lli Hoor, 

8120 Woodmonl Avc., Washington, DX. 20014. 

Description 

This course is the second of three integrated strategically -spaced fi-day 
courses ou Auditing Systems Supj>orted by VDl* Equipment. Ibis 
course, contains computer programing, computer exercises, and com- 
puter-assisted and other audit techniques. Coverage includes. 

Elements of Computer Programming 
Computer ^Tcrciso* 

Computcr-Assislcd \nd Other Audit Techniques 



Who May Attend 

Course is recommended for selected Government auditors who have a 
need for this training. It is recommended that eurollees lx? of the 
GS-O/lh grade level (or the. equivalent) and that thoy have com- 
pleted course ‘‘Auditing Systems Supported by ADP Equipment U' or 
equivalent. 

Hoic To Make JSominntions 

Nomination-Registration for Training. Optional Form 3 ( , should lx* 
submitted for each nominee to Registrar, Interagency Auditor I rain- 
ing Center, Woodmont Building, Gth Moor, SlilO \\ oodiuont Avenue, 
Washington, D.C. 2nOM, not later than two weeks prior to the 
loginning date of the course. The nv»t of the <*nurse ** Sl7o jxu’ par- 
ticipant* For further information, call Registrar, Interagency Auditor 
Training Center, (301) 10,VG3M or IDS Code 170 G3;>1, 
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AUDITING SYSTEMS SUPPORTED BY ADP 
EQUIPMENT III 

“HANDS-ON” COMPUTER EXERCISES 
Interagency Auditor Training Center 



A 5-day course to be given al the Woodmont Building, 6lh Floor, 

8120 ^ >odmonl Ave., Washington, D.C. 20014. 

Description 

This seminar is designed to provide auditors with experience and 
insight into computer software, systems management, and data 
analysis. “Ifnnd-On” exercises are conducted in a “Real- lime" en- 
vironment. Due to a scarcity of computers, enrollments will lx* limited. 
The coverage includes : 

Review of Survey and Audit Approaches of Courses 1 and II 
Additional Audit Approaches 

Case Problem on Survey and Audit in Relatively Complex ADI* Environment 
Preparation and Evaluation of Survey Report 

Preparation and Evaluation of Audit Program and Expected Audit Findings 



Who May Attend 

Recommended for Accountants and Auditors who have completed 
“Auditing Systems Supported bv ADP Equipment l and II" or 
equivalent instruction. It is recommended that enrol lees ho of the 
GS-9/15 grade level. 

Hoic To Make ISominatious 

Nomination-Registration for Training. Optional Form 87, should l v 
submitted for caclt nominee to Registrar. Woodmont Building. 0th 
Floor, 8120 Woodmont Ave.. Washington, D.(\ 20014. The cost of 
the course is $175 p.*r participant. For further information, call 
Registrar, Interagency Auditor Training (’enter, (801) 195-(i8f>l 
or IDS (’ode 179-0351, 
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AUDITING TECHNIQUES FOR AI)P SYSTEMS 
Civil Service Commission 

A 2-wook course to be bold September 13—24, 1971; September 
27— October 8, 1971; November 1-12, 1971; December 6-17, 
1971; January 3-1 1, 1972; January 24-Frbruarv 1, 1972; 
Feb. 7-18, 1972; February 28-March 10, 1972; March 13-24, 
1972; April 10-21, 1972; April 24-May 5, 1972; May 15-26, 
1972; June 5-16, 1972; and June 19-30, 1972 at the Civil 
Service Con mission, 1900 K Street !N\\., \\ a^binplon, D.C. 



Description 

This intensive, fast -moving course replaces the !S-woek Principles and 
Tract ires of Auditing in tlu* ADP Systems Environment course. The 
purpose of this sMveek course is to provide practieal, fundamental 
knowledge mid training in ADP Auditing I eehniqnes at a minimum 
cost of training manhours to the partieipat ing agencies. This is tteeniu- 
nlished hv : (<D limit ing class size to 20 students to assure individual- 
ized inst nzetor guidance in workshops and exercises ,* (b) dist libuting a 
10-hour home study assignment to students in advance of the program; 
and (r) providing additional subject-matter handouts and selected 
reading material during the course to supplement I he program and to 
serve as post -course tefeieiice. The primary objective is to provide 
practice in the application of tools, techniques, and methods *. *li icl i 
are generally applicable to the audit of A 1)1* Systems. I lu follow ing 
subjects will be among those developed through the n<e of lectures, 
discussions, individual ami team workshops* and ease problems: ADD 
equipment , flow chart ing. and programming (COIUHj) : internal con- 
t ro Is and audit trails; and audit techniques and their application. I he 
instructor team will consist of professional Government auditors and 
A 1 )T specialists assigned to this ellort on a full-time basis by their 
parent agencies. 



IF'/i o May Attend 

Federal* State and local governmenl auditors and internal review 
personnel at grade level (?S !• and above (nr equivalent ) with at leas' 
one year of auditing experience are eligible to attend. The coulee will 
also Umefit ADI* systems analysts* programmei s and others with a 
need for a working knowledge of audit requirements in the anas of 
audit trails and internal controls. 

Dow To Make Seminations 

Nominations should Ik 1 submitted by authorized agency represent a 
tives for eacli Federal nominee. Nominations for State and local 
government nominees should !>e by letter fiom an authorized nflieial 
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and as a minimum include: course title, class dates, employee name, 
annual salary, position title, and oflice to which bill should be for- 
warded. Nominations may bo submitted up to one week before the 
starting date of each course. However, because nominations will be 
accepted in the order received, and class size is limited to '20 students, 
it is suggested that : (1) nominations for calendar year 1 5>Tl courses 
Ik? submitted by July lfi, 1071 ; and (2) nominations for calendar year 
1972 courses be submitted by December 1, 1971. All nominations 
should l>o sent to t he Director, The ADP Management Training Cen- 
ter, U.S. Civil Service Commission, Washington, 1).<\ *20415. 

Other In/ormnl/on 

The cost of the course — $300 per student — will be shared by the. par- 
ticipating agencies. Announcements with more detailed information 
will be sent to all agencies. Agencies may obtain further information 
from the Director. ADP Auditor Training, The ADP Management 
Training Center, area code. 202, 032-5467 or code 101, extension 251(57. 

AUDITS IN FINANCIAL MANAGEMENT 

Interagency Auditor Training Center 

A 5 -day course to be given at the Woodmonl Building, 6lh Floor, 

8120 Woodmonl Ave<, Washington, D.C. 20014. 

Description 

This is an intensive course covering concepts, policies, practices, prob- 
lems, and audit connotations in the Financial Management area, (’ov- 
erage includes: 

Introduction to Financial Management 
Slruclure at Various lx-\et* 

llovr of Funds Fiatgl Code and Management Cjrlc 
Budget Procedure* 

Accounting Principle* for Federal Agencies and Department* 

Audit Connotation* 

Who May Attend 

The course is recommended for Government nudi lot's who have need of 
training in the audits of Financial Management, either of an introduc- 
tory or refresher nature. It is recommended that onrolleos t»o of the 
GS 9/14 grade level (or the equivalent.) 
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How To Make Nominations 

Nominal ion-Ilegist rat inn for Training Optional Form .’57. should ho 
submitted for each nominee lo Kegist rar, I nterngcncy Auditor Train- 
ing Center, Woodnnmt Ihulding, t»th Floor, N120 Wood] mint Avo., 
Washington, I >.(\ 20014 by no later than 2 weeks prior to the beginning 
date of the course. Tho cost of the course is Kl7o jut participant. For 
further information, call Registrar, Interagency Auditor Training 
(Voter, (-‘{I'H ) 4JhV-(»4a 1 or 1 1 )S Code 17i> -TidM. 



Civil Sorrier Com miss ion 

T*o courses in clcmenlary bndpciinp, rath of 5-riay (hi rat ion 
lo ho offered bimonthly in \Yti!»liSnj>1on t IMh, and oil an inter- 
niittcnly in major IAS. cities. 

Description 

These two °lu>w-to" course* are closely related, hut may he taken in- 
dependently. The same ease material will he used in both courses, so 
that together t lie courses will l>e of a continuum covering the budget 
from formulation through enactment of the appropriation. The Fivil 
Service Commission will oiler a third segment at a later time which 
will cover budget execution, Mach course is treated separately below. 

Hud get Formulation 

Tins segment- will l^egin with a description of Federal budgeting, the 
pertinent laws and directives that pertain to agency budget formula- 
tion and discussion of the purposes and uses of budgets. The major con- 
tent of the course will he concerned with the data collection, inputs and 
calculations that are required in the compilation of the operating budg- 
ets. This portion will consist primarily of workshop problems to he 
done by the participants and will result in the kinds of documents that 
are submitted to the agency budget divisions. Participants will also 
compile the formats as required by OMH Circular A ll. The con- 
cluding portion of the course will walk the part icipant> through the 
remainder of (he budget process, 

Hudget Presentation and Justification 

This segment will take up the budget prixx\ss at the j>oint whore 
fiadftft Furmidatwn cniichi s. The first of the workshops in this 
course will probably l>ogin with a session very similar to the final one in 
the prior course; i.e., it will compile numerical data in the required 
formats. It will then continue the privos by developing the narrative 
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;inrl presentation methodology ionise in budget just i float ion, both for 
OMH examiners and Congressional staff. Topics will cover such mut- 
ters as back-up data, dealing with examiners, preparing fo" hearings, 
understanding the political implications, etc. This course will take the 
agency budget from t lie Budget Ofiice through OMH and tlr 
Congress. 

Who May Attend 

The course is primarily for persons in the Hudet, Fiscal, and Financial 
Management career fields, or persons contemplating :i new position in 
these fields. Asa general rule, tlu* course ]>articipi,nts should he glades 
(JS-fi through ortho equivalent. 

Iloic To Nominate 

Authorized agency officials should complete a Nomination -Registra- 
tion for Training (Optional form .*71 for each nominee. Nominations 
for those wishing to at. end t lie courses in Washington, D.(\ should bo 
submitted to the Management Sciences Training ('enter, U.S. Civil 
Service Commission : Washington, l).(\ 'JOJln, Nominations for (hose 
wishing to attend tlie courses in other cities should lx> submitted to the 
nearest I \S. Civil Service ('ommission Regional Training ( ’enter. 



Other Information 

Detailed announcements will he published well in advance, of each 
course offering. Further information may lx- obtained hy (eleplioning 
t>32 f)0OO, or code idl , extension 2af>0O. 



DEVELOPING AND PRESENTING AUDIT 
FINDINGS 

Interagency Auditor Training Center 

A 2-<Jay coui>c to be fcnen at the Woodmorit Building, 6lh Floor, 

SI 20 Woodmonl Avc. t Washington. D.C. 20011. 

Description 

This is an intensive and advanced course in Report Writing, designed 
to promote excellence, in the design, development, and composition of 
(lie audit rejfort. The course is loaded with practical instructions eon- 
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corning flic preparation, development, and presentation of the audit 
iv pi n’t-. Coverage includes : 

ExcolVnce in Report Design — Development; Materiality; Structure; 

Churls Graphs und similar representations 
Proper hundlii n of Major Finding-, Minor Find : n^ and Repeat Findings 
Presentation of Management Comment* and Recommendations 
A w*de variety of case studies and exercises 

Who May 4tlend 

The course is recommended for exixrieneed Government auditors of 
t he (rS grade level (or e<pii talent ) who have hotter than average 
eomjMdence in the writing of audit re]x>rts and who are desirous of 
further upgrading this competence. 

How To Make Nomination? 

Xomiiutt ion- Registration for Training. (Ntioiml Form 37, should »>e 
submitted for each nominee to Registrar Interagency Auditor Train- 
ing Center, Wondtunnt BniUing, <tth Floor, KJ20 Woodmont- Ave.. 
Washington, 1).(\ 20011 not later than 2 weeks prior to the beginning 
date of the course. Tile cost of the course is $S0 [ter partuimnt. For 
further information, call Kegistrar, interagency Auditor Training 
Center, (301) 4H.Y-0351 or IDS Code 17U-C351. 



Interagency Auditor Training Center 

A 3 day Qmoc lo be given at the Wood m or l RuUding, fttli Floor, 

8120 Woodmont Ave., Washington. 1M« 20011. 

Description 

This course is a!*i currently Wing <K - ignio 1 to assist {hr Stale and 
cal auditor to understand and pivpan* the required plans. 

Who May Attend 

The. eoiu>e is recommended for Slate and loeul auditors and account- 
ants who will W required h follow the requirement of HOB Circular 
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How To Make Nominations 

Xoininat ion- *<.gj*,t ration for Training, Optional Form Vi or letter, 
shoo'd lx* submitted for each nninineoto Hegisl ra:*. Interagency Audi- 
tor Training Center, Woodmont lUtildiug, (5th Floor, 81*20 Woodmont 
Avc., Washington, D.C. ’200; 1, not later Until 2 weeks prior to the 
course. The cost of the course is $120 [x*r i anticipant. For further 
information, ra 1 1 Registrar, Interagency Auditor Training (‘enter, 
(301 ) VX>- 0351 or 1 1 )S Code 17IM535J. 

KFFECriVE GOVERNMENTAL AUDITING I 
hiteragency Aiolilor Training Center 

A 5-day program to be pern at llie Woodniont linildmg, full Floor, 

8120 Woodmont A>c., Washington, D.C. 20014. 



Description 

This course is designed primarily for the auditor who i 5 relat ively new 
in Government service. The. experienced auditor who desires refresher 
(mining will also liud this course heuelirhil. The course deals realis- 
tically with rcsjionsihilities, duties, and tools of auditors. Although 
tins course is not n prerequisite for the course, "K licet ive Govern- 
mental Auditing ||," 1k>(1i courses do complement each other. Mastery 
of concepts and procedures of the two courses will fntm a base upon 
which a successful audit career may he built. Coverage Includes: 

Success Factor* in Auditing 
The Audit Cycle 

l*i-ofc**funal Lillie* and Audit Standard* 

Internal Auditing Responsibilities 
Inlcrnrl Control*— —Characteristics 
Audit Preparatory Work — Survey Tudinique* 

C**entials of Good Workpaper* 

Introduction lo ARP Auditing 
Intc ('tic* ing Technique* 

Professional Development 



\f ho May Attend 

This course is specifically recommended for the GS : 7 (or the nptiv- 
tilcnt) auditor who Inis recently entered Government service. The 
more experienced auditor who may desire a refresher course will also 
tirwl this t raining boucfieml. 
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i/or- To Make ISomi nations 

Xomination-Kegistintion for Training, Optional Fnrn 37, should lx* 
.submitted for each nominee to Registrar, Interagency Amlifor Train- 
ing ('enter, Woodmont Ruilding, Oth Floor, 8120 Woodmont Avenue, 
Washington, I).(\ iiiXiM, hy not later than two week* prior to the be- 
ginning date of the coin's*'. The cost of the course is $175 per partici- 
pant. For further information, call Registrar, Interagency Auditor 
Training ('enter, (301) 495-0351, or IDS Code 179-0351. 



EFFECTI VK GOVERNMENTAL AUDITING II 
Interagency Aud'lor Training Center 

A S-dav propram ir> l>o pivon ul the Wood n ion l Huudinp, 6lli I loor. 

Cl 20 Woodr.ionl Ave,, Wa$Ymplon, D.t. 20011. 

Description 

Tiiis course and “KtTective (lovemmentol Auditing l v arc devised 
for the audiinr who is comparatively new in (lovernment serv- 
ice, or who desires a lefresher coin'll. Although the Auditing l ^ >ui>v 
is not a prew|uisiie to this course, it is highly desirable that the newly - 
employed mich ^r take both courses. This course deals with audit tech- 
nique and tools other than tl.oro eovcml in ‘*Etftvtive Governmental 
Auditing I." Satisfactory completion of Dot 1 1 courses provides a hase 
upon which a successful audit career may he Dili It . (' average includes: 

F'ir.dinps — 4^liaraclcrUli“», Materia lily, Ilcvclopnicnt and Prr^rnlalion 
Element* of Flow (Jiartinp — An Audit Tocl 
Probable* Areas of F'indinp* 

Wf.il. ncsse* W Iiiclt Prevent Auditors From Hcali/inp Ttirir Full 
Poll r .ialities 

VS I u' fanagcnicnl F^xpcrl* of llie Internal Auditor 
Budgeting and Appropriation Pr<x<»MV» 

Who May Attend 

This com re is specifically lvcoimie ndcd for tlie GS-5/7 grade auditor 
or the equivalent, who has recently entered (iosenmier.l service, I he 
lnniv experienced auditor who dcsirrs a refresher course will also 
find this training l>ci.elieia1. 

I foie To Make Nominations 

Nomination-Registration for Training. Optional Foim 37, should Ik* 
submitted for each nominee to Registrar, Interagency Auditor Train 
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ing Center, Wocdmont Hmlding, Oth Floor, SI 20 Woodmont Ave., 
Washington, D.t\ 200 i4, 2 weeks prior to the course. Flic cost of the 
course is$17f> per participant. For further information call Registrar, 
Interagency Auditor Training (Viuev, (301) 495-0351 or 11)S Code 
1 70-0351. 



EXECUTIVE DEVELOPMENT OF AUDITORS 

Interagency Auditor Training Censor 

A 4-day course lo be giv«r\ pi llie WooJmonl Huildirig, 6th Moor, 

8120 Woodmont Ave., </a»hingion, D.C. 20014. 

Description 

This is an intensive course which is heavily loaded with tested tech- 
niques and concepts which 11 upgrade the audit managers competence 

and indelihly assist him i realizing the potentialities of our time. 
( 'overage includes : 

(communication Skills 

Human Itelalion* at Work for Auditor* 

Job Need*, Job Enrichment, Job Sali>faclion 
Personnel Kc*pon«i hi lilies of Supervisory Audiio-s 

Who May Attend 

Course is recommended for audit managers nr auditors who are tx- 
pected to Ik* audit managers in tlie near future. Suggested grade level is 
(tS- 13/J0 (ortho equivalent). 

Hoic To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should hr 
submitted for each nominee to Registrar. Interagency Auditor Tmin- 
ing (enter, Woodmont Pudding. tit li Floor, S12nn Woodmont Ave., 
Washington, 1).C. 20.H4, lift later titan two weeks piior to the coui>e. 
The cost of the course- is $lG0jxr participant. For tint her information, 
call Registrar, Interagency, Auditor Training ('enter, (301) *956351 
or IDS Cole 1 70-0351 » 
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FEDERAL GRANTS MANAGEMENT AM) AUDITING 
FOR STATE AUDITORS 
Interagency Auditor Training Center 

A 5-duy program to l>c given at tlie W oodmonl Building* 6lh t loor, 
8120 Wood m on t Ave., Washington, I)X* 2 CO 14. 



Description 

This is a a -dav program designed to provide a background i ti T eder.d 
grants management and auditing. Dismissed will in.' hedoral rtvpiitV' 
mr-ntsS imj>osod on gruatevs and management or o|>ci‘iitional audit re- 
quirements. Also, there will be a presentation of a draft of national 
standards for Federal grants. To facilitate the paM ieipauts' under- 
standing, a ease si tidy w ill be pio\ ided. 



Who May Attend 

I bis course is speeiheally recommended for State and loenl audiWus 
•ind accountants to assist them in relating their audit responsibilities 
in insuring et fee live. Grant Administration and Auditing. 

Hoic To Make nomination* 

Nominal ton- Registration foj Training, Optional Form '\7 or lei fir, 
should be submitted for all tinruinee> to Registrar. Interagency Audi- 
tor Training ( ’enter, Woodinont I bidding, f>th Flour, M«j< Woodnioul 
Ave., Washington, I).<\ I'odU, not later than two weeks I c fore the 
cruise. The eost of llie course ;s SlTo per I* or funlier m- 

forniat ion, call Registrar, Interagency Auditor T 'raining t enter, lOM) 
It t*dol or 1 DS (\hT» I « D r.:iM. 



FLOW CHARTING AND ITS APPLICAIULITY TO 
AUDITING 

Inlerflgrnry Auditor Training Cenlcr 

A course lo lx 1 gi\cu nt dir Wood n inn t IliiiMitif!. hlh floor. 

B 1 2 0 Wnoilmonl A*r.* Wndiinglnn. 1M’» 2001 L 

!)c»cripticn 

This roni'se tivats tin* coverage of How charting in depth through 
lectures, discussions and exercises. Audit connotations are explained 
and illustrated. 
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Who May Attend 

Course is recommended for selected auditors of more than average 
capabilities who will respond to dynamic and imaginative conceits 
Ox GS-9/15 grade level (or equivalent), 

flow To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should 
be submitted for each nominee to Registrar, Interagency Auditor 
Training Center, Wood n inn t Building, f>th Floor, S 1*20 Woodmont 
Ave., Washington, 1).(\ 20014 bs no later than 2 weeks prior to I ho 
course. Tlie cost of the course is $12(1 pci participant. For further 
information, call Registrar, Interagency Auditor Training Center, 
(301) 495-G351 or IRS (’ode 170-0351. * 

GOVERNMENTAL BOOKKEEPING AND 
ACCOUNTING 

Civil Service Commission 

A ?-da> course offered monthly in Washington, D.C. am! intrr* 
mitlcntly hi major U.S. cities. 

Description 

This elementary course is intended primarily for pa rt lc ; * ants with 
little or no prior knowledge of bookkeeping or accounting. Some of 
the subjects to be covered arv ; 

(1) debits and credits, the essenc n of tumble -cm ry hookkeeping: 

(2) fundamental bookkeeping vceords; 

(3) trial balance, statements of financial position, and statements 
of ojx'rntion ; and 

(4) bookkeeping in the public sector vs. the private sector, Much 
of the course is ck toted to a:i analysis of individual trans- 
actions, t lie resulting journal entries, and their effect on 
different accounts. 

Who May Attend 

There are no grade restrictions for participation; however, the course 
is primarily for clerks, technicians, interns, and trainees with little 
or no prior knowledge of lxxikkeeping or accounting. 

Participants seeking more advanced training in the subject should 
consider two alternative courses offered by the Commission : 
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Accrual Accounting Procedures in Federal Agencies and Accrual 
Accounting W ork*ho[‘* Prospective nominees should rend announce- 
ments for these courses to determine t he course l>cst suiting their needs. 
The Management Sciences Training Tenter stall' may be contacted at 
032—5000, nr code 101-25000 for further consultation ill determining 
the most suit able course. 

flow To Make Nominations 

Authorized agency officials should complete Nomination-Registration 
for Training (Optional form 37) for each nominee. Nominations for 
those wishing to iiticnd the courses in Washington, D.C. shopM be 
submit I ingto The Management Sciences Tmiiiing Center; U.S. Civil 
Service (Commission; Washington. D.C. 20415. Nominations for those 
‘.fishing to attend the courser in other cities should be submitted to 
tiic nearest U.S. Civil Sendee Commission Regional Training Center, 

Other Information 

Detailed announcements will lx* published well in advance of each 
course olfering. Further information may !*? olrfainod by telephoning 
(>32-5000, or code 101, extension 25C00. 

GRAPHIC AND COMPUTATIONAL ANALYSIS 
TECHNIQUES AS AN AUDIT TOOL 

Interagency Auditor Training Center 

A 5-day courMi to be fclsen al lh»' Woodmonl building, Gib Flcor, 

8120 Woodmont Asr., Washington, 1M- 20014. 

Description 

This course explains the use of graphic and computational analysis 
techniques as audit tols. ('overage includes: 

Hoiew of Statistical and Mathematical Concepts l>£d In Course 

Simple Linear Correlation Anlysea 

Time Series (Jiart* and Analyses 

Principles and Construction of Graphs 

Scatter Diagrams 

Audit Connotations 

Who May Attend 

Cours. is recommended for progressive and imagi .dive auditors at 
thcGS-9/15 grade level (or equivalent ). A mathematical background 
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is not required ; however, enrol lees should he capable of mastering new 
mathematical concepts quickly. 

Ilotc To Make Xominations 

Xonrinati i-Rogistration for Training, Optional Form 37, should he 
submitted for each nominee to Registrar. Interagency Auditor Train- 
ing Center, Woodinont Building. (1th Floor. M*J() Woodmont Ave,. 
Washington. 1 >.C. 21*01 1. not later than 2 weeks prior to the beginning 
of the course. The cost of the course < $175 per participant. For 
further informal ion. call Registrar, Interagency Auditor Training 
Center, (301) 495-G351 or IDS Code 1 7*A -G351. 

INTERNAL AUDITING FOR STATE AND LOCAL 
GOVERNMENTS 

Interagency Auditor Training Center 

A course to be pben al tbe W w’diimnl IJuiltlinj!. 6th floor, 

8120 \\ iKxtinoni A^e., WjidiiiijUon. IM* 2001 1. 

inscription 

This course will provide audit guidelines to assist the State and local 
auditor to more effectively conduct and supervise audits within his 
rospec live jo r j sd i ct ion . 

Mho May Attend 

Course is recommended for State and lo< al auditors and accountants. 

fioic To Make Nominal ions 

Nomination- Registration for Training, Optional Form 37 or letter, 
should } e submitted for each nominee to KegGlrur. Interagency Audi- 
tor Training Center* Wood] non I Building. Gth Floor. sl2<> Woodmont 
Ave., Washington, I>.(\ 2<N)1 J, not later than 2 weeks prior to the 
course The cost of th.» course is ssn per participant. For further 
information, call Registrar. Interagency Auditor Training Center, 
(301) 495 -G351 or IDS Code 170-0351.' 
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OPERATIONAL AUDITING 
Interagency Auditor Training Center 

A 2 -da> eours^e lo be given ol the Woodmonl Building, 6lh Floor, 

8120 Woodmonl Ave., Washington, D.C 20014. 

Description 

This mu I'M 1 is designed to enable the auditor to quickly discover major 
trouble areas and develop appropriate ivcninmcmhitinns. These ultra* 
modern managerial audit techniques liolp meet tie problem of insuHi* 
eient qualified audit personnel and enable the auditor to use end above 
the inconsequential to discern major managerial problems and perti- 
nent corrective measures. Case problems and exercises ave list'd to rein- 
force and illustrate this ultra-modem managerial-type audit. Coverage 
includes : 

Theory and Applicability of Operational Audit 1 * 

Hbks Involved 
Productivity of Audit 
Elements of Audit Approach 
Application of Theory 
Area** of Emphasi? 

Case Problem* and Exercise* 

IT /to May Attend 

Course is recommended for the progressive and imaginative Govern* 
incut auditor of the (iS-t)/lf> grade level (or equivalent). 

Hotc To Matte A'ommaffons 

Nomination-Registration for Training, Optional Form 217* should lx^ 
submitted for each nominee to Registrar. Interagency Auditor Train- 
ing Center, Wood n ion t Ituilding, Gth Floor. 8120 Woodmonl Ave., 
Washington, D.C, 20014, not later than 2 weeks prior to the beginning 
date of the course, The cost of th n course is $S0 ]>cr participant. For 
further information, rail Registrar. Interagency Auditor Training 
Center, (301) -WS-KWl oi IDS Code 17D-OA51* * 
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PRACTICE PROBLEMS L\ GOVERNMENTAL 
ACCOUNTING 



Civil Service Commission 

Classes will be held 1 day a ueek over »i 12-week period, 'll c 
course will be offered quarterly in 'JVasliinplon, D.C., and major 
U.S. cities. 

Description 

Tho practice problems (frequently referred to jus ji "practice set" in 
t ho academic community) will provide ji realistic environment rom- 
plc*e with facsimile documents, records, and forms. Course material 
will include a description of daily transactions for an entire fiscal 
year. The students will be required to : 

L Prepare and process documents and forms required for special- 
ized transactions. 

2. Record transactions in books of original entry (journals), us* 
ing botli the (leneral Journal and specialized U>oks of original 
entry (e.g. f ('ash Receipts Journal, Cash Disbiu'soments .Jour- 
nal, Rilling Register, and Voucher Register). 

3. Post journal entries to l>oth tho General Ledger accounts and 
Subsidizing jjedger Accounts. 

4. Make tho necessary periodic adjustments, reconciliations, and 
other analysis. 

5. Prepare a working pijier trial balance. 

f5. Prepare the three fundamental financial statements (he.. the 
Statement of Finanmil Position, the Operating Statement, and 
t lie Statement of Changes in Government Equity). 

The problems then v ill illustrate the ds.ily linan - ial transactions of a 
typical Federal agency, and students will get involved in jilt phases of 
the accounting cycle in a simulated hut realistic work environment. 

Glasses will lx* held 1 day a week oxer n 12-week period. Participants 
will use the time lx 1 tween classes to complete work assignments for 
discussion in ensuing classes. 

Who May Attend 

There are no grade restrict ions for participation; however, the course 
presumes some knowledge of elementary Imokkeeping or accounting. 
Those who have little or no knowledge in either Kwikkocping or ac- 
counting should first complete the a day elementary course, (fort n<- 
twnhil ffookkreph.'? and Accounting 
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How To Make Nomination* 

Authorized agency officials should complete N on u nation- Registration 
for Training (Optional fonn 37) for each nominee, Nominations for 
those wishing to attend the courses in Washington, I).C. should be 
submitted to The Management Sciences Training Center: U.S. Civil 
Service Commission ; Washingto , D.C. ‘20415. Nominations for those 
wishing to attend t he courses in other cities should be submitted to 
the nearest U.S Civil Service Commission Regional Training Cento*'. 

Other Information 

Detailed iuinoun^rmeo+s v*dl l>e onblidip*! \vd* hi adva^co of each 
course offering. Further information may Ixs obtained by telephoning 
1132 -5000, or ( »xl? itJl, extension 2561*0. 

SUM IN AH FOR AUDIT MANAGERS 

Interagency Auditor Training Center 

A 2- Jij seminar to hr giw*n at the Woodmont Building, 6th I toor, 

8120 Woodmont Avc., Washington, IM1 20011. 

Description 

This course has been designed for the *o;> level Vndit Manager, his 
Deputy or Key Assistants to increase meir effect 'ven^ss not only 
through loot tires but also through discussions of problems of direct anti 
immediate concern to them. Selected areas for group analysis include: 
1. Overall l*)<tmiihga:id Control 
*2. Organization of the Audit Staff 

3, Staff Management 

4. Increasing Management Recognition 

Kadi segment of tho seminar will lie conducted by u well-known “prag- 
matic” who has proven and tested iiis theories in the realities of the 
working world. (Mine and f 1 ini out how exchanging ideas will stimulate 
and expand your own approaches to your problems. 

Who May Attend 

The seminar is recommended for sujxTvisnry auditors who manage, 
or assist in the management of their resjxvtive audit offices. Knrollccs 
should be thoroughly conversant with their office organizational struc- 
tures and functions, manuals, audit tools, i>oIicies and reporting 
principles. 
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Hotc To Make Nominations 

Xomination-Registralion for Training. Optional Form d7, should 
he submitted for each nominee to Registrar, Interagency Auditor 
Training (’entcY, Woodmont Building, (>th Floor, 8120 Woodmont 
A ve., Washington, D (\ 20014. The cost of the seminar is £s() per par- 
ticipant. For further informat ion, call Registrar, Interagency Auditor 
Training Center, (301) -ItVWiSfd or IDS ('ode 17SMi3.M. 



SEMI SEMOR AUDITING 
Interagency Auditor Training Center 

A 5-day courso lo be fti>en at the \\o>drionl Building, 6di Floor, 

8120 Woodmont Ave., Washington, D.CL 20011. 

Description 

This training consists of comprehensive eases covering all aspects of an 
audit and oriented to semisenioc grade level, ('overage includes : 

The Audit Alignment 
Audi l Plans 
Survey 
Audit Guide* 

Control* 

Findirg# 

Concluding the Audit 

Who May Attend 

This course is recommended for the (iovernnieiit auditor < f the (IS 
!I/12 level (o r the equivalent) who is anxious to qualify f< r increased 
responsibilities. 



Hoic To Make dominations 

Nomination -Registration for Training, Optional Form 3“. should 1 h» 
submitted for each nominee tc Registrar, Interagency Auditor Train* 
ing ('enter, Woodmont Budding Oh Floor, 81 ?0 Woodmont Ave., 
Washington. I>.(\ 20014 , ot later than 2 weeks prior to t he begining 
date of t lie course. T'lie cost of the course is VlTa par participant. For 
further information, call Registrar, Interagency Auditor Training 
('enter, (3fil) 40j 03a 1 nr 1 DSl'ode i70 -Od.M. 
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SENIOR AND SEMI-SENIOR AUDITING 
Interagency Auditor Trailing Center 

A 5-day count to be given i*t ihe Woodmorl Building, 6th Floor, 
R 1 20 Woodmont Ave., Washington, D-C. 20014. 



Description 

This course consists of lectures, discussions, and exercises on t ho tech- 
nical and administrative responsibilities of the senior and semi-senior 
Government auditor to make the transition to the Senior level. Cover- 
age iru tides: 

Financing Federal Programs — An Auditor’s View 

The Auditor’s Relationship With Other Elements of his Organisation 
Planning, Programing and Scheduling 
Developing the Audi: Approach 
Preparing Audit Programs 
Managing Ihe Audit 

Internal Audit of an Oi ganirational Entity 
Auditing ADP Systems 
LVe of Statistical Sampling 



U'Ho May Attend 

The course is recommended for the progressive Government- audi' jr of 
above-average potentialities currently in the GS-9/13 grade level (or 
equivalent). 

Hoic To Make Nomination* 

NTmi nation -Registration for Training, Optional Form 37, should be 
submitted for each nominee to Registrar, Interagency Auditor Train- 
ing Center, Woodmont. Rtiilding, 0th Floor. M‘20 Woodmont Ave., 
Washington, DC. *20014 not later than 2 weeks prior to the beginning 
date of t lie course. The cost is $175 per participant. For further infor- 
mation, call Registrar, intcrng‘\icy Auditor Training Center, (301) 
4 9.1 -6351 or IDS Code 179-6351. 



151 ; • • 



135 



STATISTICAL SAMPLING IN ACCOUNTING AND 
AUDITING 

Interagency Auditor Training Center 

A 5*day course* to be given al the Wood ill on! Building, 6l1i Floor, 

A120 Woo<!mon1 Avo., Wushinglon, D.C. 20011. 

Description 

This five-day seminar oilers the opportunity to learn how to use statis- 
tical sampling techniques in accounting and auditing and broadens tlu* 
IKTsqKvtive and contribution to manager.*- It covers the main con- 
cepts and principles of probability sampling n a nontechnical, logical 
way. Subjects covered in the course include: 

Basic Statistical Methods 

The steps necessary to clearly formulate an accounting or auditing problem 
nd the logical sequence of steps requ' *?d, by probability saniplinp to 
yield a solution 

The diifervnt nulhods oT selecting random samples 
Criteria and methods for determining sample size 

Procedures fo* estimating from the sample the true character sties of the 
fietd of «!udy 

Methods of measuring the reliability of tlie results and cf evaluating the 
significance of various types of errors, with knov»n itsks 
111 '? meaning and use of estimation sampling, discovery sampling, and 
work sampling 
I’itfalls to guard against 

H ho May Attend 

Collide is recommended for all accountants, auditors and others mak- 
ing financial examinations of GS-0/15 grade level (nr equivalent). A 
mathematical background is not required, however, enmllccs should 
l>e capable of mastering new subjects quickly. 

How To Make i\omination$ 

Nomination* Registration for Training, Optional Korin 37, should lie 
submitted for each nominee to Registrar Interagency Auditor Train- 
ing Center, Wotxli ion! Huilding, 0th Floor, N1 20 AVced iion* Ave,, 
Washington, D.C. *20014, no. later than *2 weeks prior to beginning of 
course. The cost of the course is $175 per participant. For further in- 
formation call Registrar, Interagency Auditor Training Center, (301 ) 



4.1S-G351 or IDS Code 1 70-!**:351. 
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STATISTICAL SAMPLING IN AUDITING I 
Interagency Auditor Training Center 

A 5-<fay course to he given at the Woodniont Building, 6th Floor, 

8120 Woodmont A>v., Washington, D»(l 20014. 

Description 

Tiiis intensive course presents concepts and pm< ednres on statistical 
sampling in auditing. These concepts and proceduiv-s arc reinfoivod 
with numerous exercises and case pia .denis. This course will provide, 
the on-t lie-line auditor and audit manager witli voiking knowledge 
of subject, and with a sound basis for ceil n in on-the-job applications 
and additional specialized training, (’overage includes: 

OrienJalion 
Basic Concept* 

Random Selection Procedure* 

Sampling for Different Purpose 
Determining Sire of Sample* 

Estimation Methods 
Evaluation of Saupling Results 
Point v*. Interval Estimates 
Non-Sampling Error* 

Who May Attend 

Course is recommended for selected auditors of GS-9/15 grade level 
(or equivalent) who have need for knowledge on the subject. A mathe- 
matical background is not requited, however, enrollees should bo ca- 
pable of mastering new subjects quickly. 

//otc To Make !\ominatiom 

Nominal ion-Itcgist ration for Training, Optional Form 37, should bo 
submitted for each nominee to Registrar, Interagency Auditor Train- 
ing Center, Woodmont Building, 0th Floor, 81*20 Woodnvmt Ave., 
Washington, IXC. 20014, not later than 2 weeks prior to beginning of 
course. The cost of the course is $175 j>or participant. For further in- 
formation rail Registrar, Interagency Auditor Training Center, (301) 
495-0351 or JDS Code 179-6351. 
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STATISTICAL SAMPLING IN AUDITING II 

Inlcragrncy Auditor Training Crnlrr 

A 5 day course to be guru at tbe Wood m on I Building, 6lh Kloor, 
8120 W’oodmont Avc.. Washington, [).G» 20011, 



Description 

The course consists of practical exerrises and case problems on selection 
of samples, mechanics of sampling, determination of sample sizes 
and appraisal of sample results. Sophisticated method are also intro* 
(luceil and explained. Coverage includes: 

Mcfrc-hcr of Rasic Probability Sampling Audit Concepts 
Case Studies Covering Application of W ide Varietj of Probability 
Sampling Problems — Cluster Sampling; Stratilicd Sampling; and Ollier 
Techniques 
Summarization 

JT/io May ,4 f fend 

Course is recommended for selected auditors of (iS-H. 15 grade level 
(or equivalent) who have need of this knowledge. Knrolees should 
have completed Statistical Sampling in Auditing I or the equivalent. 

Hoic To Make Nominations 

Nomination-Registration for Training. Optional Form 87. should 
be- submitted for each nominee to Registrar. Interagency Auditor 
Training Center. Woodmont Ituilding. Gth Floor, SI 20 Woodmout 
Ave., Washington, D.C. 20014, not later than 2 week prior to the 
beginning date of t lie course. The cost of the course is >175 per par- 
ticipant. For further information, call Registrar. Interagency Auditor 
Training Center, (301) 495-8351 or IDS (’ode 170-0351. 

SUCCESSFUL AUDIT REPORT WRITING I 
Interagency Auditor Training Center 

A 2-day course to be ghrn al ihe Wood mo n I Building, filli lloor, 

8120 Woodmont A»r., Wa*hington, 1/0- 20011. 

Description 

This course is designed for Government auditors who arc involved 
in the preparation and review of audit reports. The enurr-e deals with 
practical ,.nd understandable "dnV and ,l <lnu , t's‘' to a^nre lw id 
and effective communications, particularly with respect to the audit 
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report. Exercises and case problems are used abundantly throughout 
the course. Coverage includes : 

T mportancc of Effective Report Writing 
Problems in Communication 
How To Use Words Eflec lively 
Punctuation — Make Vl Work For You 
How To Construct Potent Sentences 
Designing the Superb Paragraph 
Review and Edit 



Who May Attend 

The course h recommended for auditors of t'j" OS-9/15 grade level 
(or equivalent) who desire to improve their < mnimnicative skills, 
particularly with respect to the audit report. 



How To Make Nominations 

Nomination-Rcgist ration for Training. Optional Form 37 should lx* 
submitted forepOi nominee to Registrar, Interagency Auditor Train- 
ing Center, Woodmont Building, C>t It Floor, 8120 Woodmont Avc., 
Washington, D.C. 20014 not later than two weeks prior to the lo- 
ginning date of the course. The cost of the course is £80 }>cr par- 
ticipant. For further information, call Registrar, Interagency Auditor 
Training Center, (301) 495-6351 or JDS Code 179-6351. 



SUPERVISORY AUDITORS COURSE 

Interagency Auditor Training Center 

A 5-day course 10 be given al ihe Woodnionl Hu* Min;:, 6lh Floor* 

8120 Woodmort A>e.* Washington, I). CL 20014. 

Description 

This course is devised to assist the supervisory auditor in the technical 
management of the audit and common sense alxmt sujx*r vising people. 
Principles and concepts on the suj>e\wisoi\ auditors’ technical respon- 
sibilities are reviowed, examined, and rein fmved with case problems 
and exercises. 

Who May Attend 

This course is recommended for auditors of the OS-12/14 grade level 
(or equivalent ! who currently Save supervisory auditor rosjonsibili- 
ties or who are expected to assume su|>ervisory responsibilities in the 
ne-ar future. 
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flow To Make Nominations 

N^minatioin Registration for. Training, Optional Form 37, should bo 
submitted for each nominee to Kegislnir, Interagency ^Vuditor Train- 
ing ('enter, Woodmont Building, Cth Floor, 8120 Woodmont Ave., 
Washington, I).(\ 2O014, not later than 2 weeks prior to the Wgi lining 
date of the course. Tim cost of the course is $175 per participant. For 
further information, call Registrar, Interagency Auditor Training 
('enter, (301 ) 4 !C>-(m 51 or I DSC’ode 179-G351. 
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WRITTEN COMMUNICATION FOR AUDITORS 
Inl.ragency Auditor Training Center 

A 4-day course lo be given at ihe Woodmont ituilding, 6lli Floor, 

8120 Woodmont Ave., Wellington, D.C. 20014. 

Description 

An intensive program devised to upgrade 1 lie auditor’s competence in 
tlie all-important atm of written communication. This training is 
oriented to the needs of the auditor whose writings must l>c lucid and 
effective, A confidential analysis of each enrolleo'S written communi- 
cation is included in the seminar. 

Who May Attend 

The course D recommended for Government auditors who have need 
of training in communicative skills, either of an introductory 01 * re- 
fresher nature. It is recommended that enrollocs l>e. of the. 
grade level (or equivalent). 

flow To Make Nominations 

Nomination-Registration for Training, Optional Form 37, should be 
submitted for each nominee to Registrar, Interagency Auditor Train- 
ing Center, Woodmont Building, Gth Floor, 81*20 Woodmont Ave., 
Washington, D.C. 20014 not later than 2 v 'ks j rior to the beginning 
date of the course. The cost of the course i- jdGO per participant-. For 
further information, call Registrar, Interagency Auditor Training 
Center, (301) 405-G351 or IDS Code 170-6351. 



ADVANCED EQUAL EMPLOYMENT OPPORTUNITY 
COUNSELING 

Civil Service Commission 

A 3-day program to be given four limes a jear at the Civil Service 
Commission, 1900 E Street NW. 

Description 

This course will inrlude the following topics : Federal Equal Employ- 
ment Opportunity Policies and Programs; Kc]>ort of Pi ogress to 
Date; Defining and Analyzing KKO Work Problems in an Organiz.a- 



Civil Rights and Equal Employment Opportunity 
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tion; The Pole of flic EKO Officer in Designing and Administering 
the Affirmative Action Plan; Understanding and Using the Flexibili- 
ties in the Federal Personnel System: The Public Service Careers and 
Upward Mobility Programs for Lowei’ Level Employees: Workshop: 
/pency Counseling Cases: Management. Expectations; and Critical 
Issues and Trends in Equal Employment Opportunity. 

Who May Attend 

I Vivo ns who are presently serving as EEO Counselors and have com- 
pleted tlie basic KEO Counseling course given by the Civil Sen ice 
( ommission or their agency. 

Note: Those designated to serve as EKO officers, investigators, appeals 
examiners, or function primarily as managers and supervisors should 
register in the appropriate ( i\ il Service Commission or agency courses 
dealing with these activities. 

liotc To Make Nominations 

CSC nomination forms (Optional Form 37) . ould be submitted by 
authorized agency representatives to the Direeto. iVivonnel Manage- 
ment Training (enter, Bureau of Training* l\S. Uivil Service (’ntn- 
mission, Washington, I >. C \ 200 5. Exact course dates* cost, deadline 
dates for receipt of nominations, and dates for confirmation of accept- 
ances will be listed in individual union neements which will reach 
agencies C> weeks before the course. 

Other Information 

Agencies may obtain further information by calling 032 .Vi30 or code 
lnl, extension 25<i3f». 



Civil Service Commission 

A 3-day course to be held two lime* a >ear at flic Chil Service 
Commission, 1900 E Slrccl NW. 

Description 

Designed to provide knowledge in t lie procedural requirement?* «f the 
appeals and grievance programs and skill in the pivpar at ion for ami 
conduct of hearings and inquiries. Participation in (his course will 
satisfy the standard requiring all Ap|»ca!s and Grievance Examiners 



APPEALS AND GRIEVANCE EXAMINERS 



142 



158 



to complete a specialized course of training prescribed by tlie 
{Ynmdssion. 

U'ho May Attend 

Persons meeting the Standards for Examiners established in FPM 
Led er 77 1-5, dated Oct ober 2< >,1970. 

How To Make Nominations 

OSU nomination forms ( 0[>t im in 1 Form 97) should be submitted by 
authorized agency rep resent p fives to The Director, Personnel Manage- 
ment Training ('enter, Bureau of Training, I'.S. Civil Service (om- 
niisdon, Washington, I).(\ 20415. Exact course dates, cost, deadline 
dates for recei])t of nominations, and dates for confirmation of accept- 
ances will be listed in individual announcements which will reach 
agencies C> weeks lie fore the course. 

Other Information 

Agencies may obtain further information by calling 032- 5090 or code 
HU, extension 250.‘*U. 



EQUAL EMPLOYMENT OPPORTUNITY 
COUNSELING 

Civil Service Commission 

A 3*<l*y <our^c to be held lime* a >oar ai the ( ml Service 
Commission, 1900 K Sired NW. 

I)es( ription 

Includes an overview of the KKO Counselor's duties, ami defines the 
knowledge lie needs to discharge Ids resj visibilities in the informal 
resolution of discrimination complaints. Principal focus of the course 
is the counseling function ;eaeh participant lias an opjxu (unity to role- 
play as a counselor, in workshops which simulate actual complaint 
situations. 

Participants 

First priority is assigned to persons who have l>ccn or will Iv desig- 
nated as KKO Counselors, or who wdl conduct in home training in 
KKO counseling. 
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Uow To Make Nominations 

CSC nomination forms (Optional Korin 37) should K» submitted by 
authorized agency representatives to The Director, Verson id Manage- 
ment Training ('enter, Moreau of Training. C.S. Civil Service Com- 
mission, Washington, D.C. lilUlo. Kxaet course dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of accept- 
ances will he listed in individual announcements which will reach 
agencies (i weeks lie foie t he course. 



Other Information 

Agencies may obtain further information by calling G3*J-M>3G or code 
10), extension 2o(i3(i, 



KQUAL EMPLOYMENT OPPORTUNITY— 
PROGRAM PLANNING AND EXECUTION 

Civil Service Commission 

A 3*day propTam to he gi\en Iviice a jrar al ihe ('nil Sc nice 
Commission, 1900 K Slreel N\V. 



Description 

lJiis course will include the following topics: Federal Kquat Employ- 
nfcnt Opporimity Policies and Programs; Delining and Analyzing 
KKO M ork Problems in an Organi/alion : Designing and Administer- 
ing the Affirmative Action Plan: How the 1 )iscrimi nation Complaint 
Process Works; Understanding and Using the Flexibilities in the 
Merit System; and ('lit ical Trends mid Issues in Frjual Employment 
Opportunity. 

Who May Attend 

This program is intended for Ihose individuals responsible for plan- 
ning and directing Federal KKO programs. 

Note: Tho-" designated as KKO counselors, invest igators, and a[i] eals 
examiners, or function primarily as managers or su[KTvisors, should 
register in those appropriate Civil Service Commission or agency 
courses dealing with these activities 

Note To Make Nominations 

CSC nomination forms (Optional Form 37) should submitted by 
authorized agency representatives to The Director, Personnel Manage- 



meat Training Center, Bureau of Training VS. Civil Service Com- 
mission, Washington. |5.(\ *211415. Km ct course (lutes, cost, (leadline 
dates for receipt of nominations, and dates for eon Urination of ac- 
ceptances will be listed in individual announcements which will reach 
agencies C weeks before the course. 

Other information 

Agencies nn v obtain further information by calling G3*2-~5f>30 or code 
101. extension 2 5030. 

INTERVIEWING TECHNIQUES FOR CIVIL RIGHTS 

INVESTIGATORS 

Civil Service Commission 

A 3 lay program lo ho lirld al ihe Cnil Sor\ioo (lomnii^ion, 

J90Q K Tirccl N\V. Dales will hr announced Inter. 

Description 

Contract Compliance officers and Title VI Investigators spend a large 
part of t hoi r time in the field interviewing contractors, program 
managers, employers, program recipients, local officials, civil rights 
leaders, and other ]>crsons connected with complaints being investi- 
gated, Their reports ami conclusions usually dej>cud quite heavily 
on these interviews. Productive interviews can only lx* conducted 
wlien the interviewer lias the neeessaiy skills and knows whom to 
intemew, how to interview, how to write up an interview and what 
preparations (o make prior to an interview, This course will be de- 
signed to equip the civil lights investigator with these skills, By 
means of lectures and role playmg it will acquaint the investigator 
with sources of community data necessary for background material, 
with the actual mechanics of gixxl interviewing, and with suggested 
forms for recording the interview. It will be oriented towards civil 
lights investigation although much of the content will lie relevant to 
other ty lies of investigations. 

IT/m May Attend 

The program is intended primarily for Contract and Title % I Com- 
pliance Officers. 

fiotc To Make i\ominations 

Nominations will ho submitted by the authorized agency official to 
The Hirer tor, (tenoral Management Training Center, l\S. Civil Serv- 
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ice Commission, Washington, T).C. 20115. Deadline dates for nomina- 
tions and notification of acceptance will he listed in program 
announcements to be issued at a later date. 

Other Information 

Additional information may be obtained by culling the General 
Management Training Center at 03 2-56G2. or code 101, extension 
25662. 



INVESTIGATION OF COMPLAINTS OF 
DISCRIMINATION 

Civil Service Commission 

A course lo be licld three limes a josr at llie Civil Serxice 

Commission, 1900 K Slreel NW, 



Description 

Provides the special expertise needed in investigating discrimination 
complaints, through exploration of legal and regulatory requirements, 
social factors, and “patterns" ‘ which have existed and may continue to 
exist; provides practice in analysis of complaints, fact-finding tech- 
niques, and recognition of underlying as well as evident factors; 
describes standards of adequacy of investigative reports. 

Who May Attend 

Employees who have significant responsible v for investigating dis- 
crimination complaints* 

IIoic To Moke i\oininations 

CSC nomination foirns (Optional Form 37) should lx* submitted by 
authorized agency represent at ives to the Director, Personnel Manage- 
ment Training Center, Ihmau of Training. U.K. Civil Service Com- 
mission, Washington. 1).(\ 20113* Exact course dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of ac- 
ceptances will be listed in individual announcements which will reach 
agencies 0 weeks l>efore the course. 

Other Information 

Agencies may obtain further information hy railin' '*32-3636 or cole 
101, extension 25636. 
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WORKSHOP IN EQUAL EMPLOYMENT 
OPPORTUNITY FOR CONTRACT COMPLIANCE 
SPECIALISTS 

Civil Service Commission 

A 5*day program Lo be conducted in residence. Oates Mill be 
announced later. 

Description 

Executive Order 1124G requires contractors doing business with tho- 
Federal (iovernment to practice equal employment opportunity. In 
order t lint Federal contract compliance officers better understand the 
spirit and intent of the order and its implications for a contractor's 
personnel policies, the Office of Federal Contract Compliance, which 
lias the administrative responsibility for Executive Order 1124ft, and 
the (intend Management Training Center have developed this train- 
ing course. The training will lx s olfetvd to all Contract compliance 
specialists in the appropriate agencies. The workshops will provide an 
intensive training e> .tience in such areas i\s w the background of mi- 
nority group employment; official Federal policy; problems in equal 
’mploynicnt opportunity, techniques of problem identilication and 
malyses; and skills in conducting the compliance review. A substan- 
tial portion of the training will lie devoted to t lie use of case studies 
uid role playing situations to provide participants with ex|x*rienccs 
that approximate those ino>t likely to l>o encountered in t lie field. 

Who May Attend 

Hits course. us appiopriute for ■ lei-sons actively engaged in the com- 
pliance iwicw function of their agency. It is not appropriate for jk'I*- 
sons having general KKO res]x>nsibilities. 

Jloic To Make Xontinations 

Nominations should lx* submitted by authorized agency representa- 
tives ft) The Director, (iencnil Management Training Outer, U.S. 
(i\il Service Coinmn sinn, Washington, D.C. 20 1 la. Confirmation of 
: crept cd nominations will lx* made in advance <>f t lie program. Dead- 
line dates for riceipt of nominations and continuation of acceptance 
will le Ibted in the prngnun nnnouTicement to lx* issued at r. later date. 

Other Information 

Announcements with in mv detailed information will l*? sent to agen- 
cies well in advance of the progj.un date. Furl her in format ion may Ih? 
obtained hy calling G32-fiftG2, or code 10], extension 2.‘>GG2, 



163 



H7 



o 

ERIC 



WORKSHOP FOR TITLE VI COMPLIANCE 
OFFICERS 

Civil Service Commission 

A 5-day program ccheduled as needed ai the Civil Service Com* 
mission, 1900 E Street >W. 

Description 

Title VI of the 19G4 Civil Rights Act requires that federally assisted 
programs be administered on a nondiscriniinatoiy basis. It has there- 
fore been accessary for agencies covered by Title VI to develop a com- 
pliance capability. The General Management Training Center, in 
oonsulation with The Department of Justice, will offer this course to 
give compliance officers training in the techniques and procedures of 
compliance review. Through the use of case study and role playing 
materials, this training seeks to emphasize the identification and anal- 
ysis of problems and the development of skills useful in conducting 
compliance reviews. Attention is also given to the social context in 
which the review takes place on the assumption that such information 
is prerequisite to an effecti\c review. This course is designed to im- 
prove the ability of compliance specialists to recognize the causes and 
forms of discrimination in federally assisted programs and to develop 
the skill and knowledge appropriate to civil rights investigation and 
tli? negotiation process. 

Who May /IJfcnd 

Persons with a Title VI compliance, responsibility arc eligible for 
participation in this course. It is designed for compliance .«]**<: ialists 
and should not l>o regarded ns a general civil rights training program. 
Compliance administrators may wish to avail themselves of this Indu- 
ing but they should be aw ere that the focus is on techniques useful 
primarily to field |>crsonnch 

Uoxc To Make from inaiions 

Nominations should be submitted by authorized agency representa- 
tives to The Dirocto", General Management- Training Center, U.S. 
Civil Service Commission, Washington, I>.(\ 2041a. Confirmation of 
acceded nominations will l>e. made in advance of the program. Dead- 
line dates for receipt of nominations and confirmations of acceptance 
will l>e listed in the program announcement to 1 *o issued at a later date. 
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Other Information 

Announcements with more detailed information wid Ixj sent to all 
agencies well in advance of the program date. Agencies may obtain 
further information from The General Management-Training Center, 
C32-56G2, or code 101, extension 25C02. 



Clerioal and Officj Skills 



BETTER OFFICE SKILLS AND SERVICE 
Civil Service Commission 

An 8 half-day workshop concluded bimonthly at the Civil 
Service Commission, Washington, I).C. 



j description 

rids workshop is designed to assist the clerical employee to take a 
realistic look at her job and to make her n more efficient and effective 
member of the ofliceteam. Typical problems and activities occurring 
during a normal working day are discussed. Emphasis is placed on 
proper attitudes, ofliee diplomacy, human relations, telephone tech- 
niques, grammar, organization, Government reteivnce aids. :.nd 
grooming. Practical exercises, cast* studies, group discussion, lectwes, 
and incident studies are included in the workshop. 



Who May Attend 

OS 2 through 4 (or the equivalent) secretaries, clerk-typists, clerk 
stenographers and other clerical employees may l>e nominated to 
attend the course. 

Hoiv To Make Nomination* 

Authorised agency officials should submit immolations on Oplional 
form 37 (Nomination- Registration for Training) to The (Vunmunica- 
t ions and Ofliee Skills Training (enter, Bureau of Training, T.S. (Tvil 
Se rvice Commission, Washington, D.(\ 20115. You may obtain further 
information by call ing 032- fuu is or aide lOl,c\tensiou 2ofrf>S. 



Other Info motion 

The cost of the program will l>o .-1 hired by tbe participating agencies. 
Announcements w ith more d< tailed information will lie sent to nil 
agencies well in advance of the workshop. Nomination deadline dates 
will l>c listed in ( Le announcements. 
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BETTER OFFICE SKILLS AND SERVICE 
INSTRUCTORS’ WORKSHOP 

Civil Service Commission 

A 2«v?ek cou;&e offered Iwicc a year i*i I WaJkin^lon, D.O, 
area. 

Description 

The Better Office Skills ami Service Inst melons' Workshop is de- 
signed to prepare and assist the training specialist in conducting the 
Civil Serv ice Commission's Belter Office Skills and Service Seminar- 
Workshop. During the course, the participants will be given new con- 
cepts in teaching techniques, materials and equipment. They will 
have an opportunity to observe, participate and teach portions of 
an actual Better Office Skills and Sendee class. Video tape equipment 
will be used to evaluate each practice teaching exercise and to rnptuio 
good and |>oor actual classroom situations for discussion. 

Who May Attend 

Employee Development Officers, Training Special isls, Administrative 
Assistants, or secretaries responsible for training i hui cal*. soviet a rial 
personnel may bo nominated. 

How To Make ftominatiyns 

Authorized agency should submit nominations on Optional form 37 
{Nominationdtegist ration for Training) to The Communications and 
Office Skills Training ('enter, Bureau of Training, C.S. Civil Service 
Commission, Washington, D.C. 20115. Von may obtain additional in- 
formation by cal ling G32-500K or code 101, extension 2oOOS. 

Other Information 

The cost of the program will be shared by the participating agencies. 
Aiinoiuiceineiits with more detailed information will Ik? sent to all 
agencies well in advance of the program. Nomination deadline dates 
will be listed in the announcements. 
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OPERATION UPDATE: A PRACTICUM FOR THE 
EXECUTIVE SECRETARY 

Civil Service Commission 

A 3-day scn/nar-Kork^hop offered quarterly at the Civil Service 
Commission. 

Description 

This practicnm is designed to give each executive secretary ail oppor- 
tunity to learn about new ideas that will assist her in performing her 
job more effectively. She will also review techniques that are essential 
in keeping up-to-date in today’s Government office. University pro- 
fessors, psychologists, management consultants, and top Government 
executives win present lectures followed by a workshop. Exciting topics 
included in the lecture-workshop practician are: Tin* Psychology of 
Dealing with People, The Secretary and Her Federal and Congres- 
sional Liaison Role, Decision Logic* Effective Olliee Procedures, Office 
Communications Breakdown, Human Relations Effectiveness, and 
The Assistant to the Executive. 

Who Stay Attend 

This course is designed for secretaries, administrative assistants, staff 
assistants, and administrative aides* G*S S and above (or the equiv- 
alent)* who perform secretarial duties and act as office managers or 
principal personal assistants to executives. 

flow To Make dominations 

Authorized agency officials should submit notninations on Optional 
form 37 ( Nominal ion-Rcgistral ion for Training) to The (’onimunica- 
tions and Office Skills Training f enter. Bureau of Training, l *.S. Uivil 
Service Oonunission, Washington. I).(\ 20115. For additional informa- 
tion* call 03*2-5008 or rode 101, extension 25008. 

Other Information 

The cost of the program will l>e shared by the participating agencies. 
Announcements with more detailed information will l>c sent to all 
agencies well in advance of the program, Nomination deadline dr os 
will be listed ; o tlio course announcements. 
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SECRETARIAL TECHNIQUES 
Civil Service Commission 

A 5-day course offered monthly al the Civil Service Commission, 

Washington, D.C\ 

Description 

This course is designed to analyze the duties, responsibilities, ultd di- 
mensions of today's Government secretary. During the workshop the 
participants will exchange, present, and discuss technical secretarial 
information designed to stimulate an interest in striving toward in- 
creased office efficiency, job satisfaction, and applied secretarial di- 
mensions. The program will cover arcus such as today's secretarial 
responsibility, communications — (writing, reading, listening, and 
speaking) — human relations, technical skills (grammar, capitaliza- 
tion, punctuation), public relations, office management, and job satis- 
faction, The workshop includes lectures, projects, case studies, 
problem analyses, and practical exercises. Video tape equipment is 
used to augment the effectiveness of the workshop. Students will use 
the video taj>c to evaluate their effectiveness as they deal with people 
face to face and by telephone. Each student will have the opportunity 
to observe her ability to communicate by using this up-to-date method 
of visual replay. 

Who May Attend 

Secretaries, Clerk-Stenographers, and Clerk-Typist. OS 5 through 
OS-7 (or the equivalent ) , may Ixj nominated for the course. 

How To Make Nominations 

Authorized agency officials should submit nominations on Optional 
form 37 (Nomination- Registration for Training) to Tin Communica- 
tions and Office Skills Training Center, Bureau of Training, V.S. Civil 
Service Commission, Washington. I).C. 20J15. You may nbtab. addi- 
tional information by calling f>32— r >f>OS or code 101, extension ‘iaftos. 

Ollier Information 

Thecost of the workshop will be shared by the participating agencies. 
Announcements with more detailed information will le sent to all 
agencies well in advance of (lie program. Nomination deadline dates 
will be listed in the announcements. 
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SHORTHAND EXCELLENCE 
Civil Service Commission 

A 9 half-day course offered b:mcnth)> al the Civil Service 
Commission, Washington, D.C. 

Description 

“Shorthand Excellence" is designed t r) increase the secretary's ability 
to meet t lie requirements o f her 1h>ss‘ dictation. A review of shorthand 
shortcuts and tins, business English, Government style practices, and 
correspondence procedures are included Government style dictation 
is given by Government bosses and the instructor. In addition, regular 
timed dictation is given by the instructor. An electronic laboratory 
system is used so the participant can practice from prepared speed 
tapes designed to meet her needs. Frequent transcription tests, brief 
form, phrase drills, and recall reviews are given. The class meets on 
Monday, Wednesday, and Friday for three weeks. 

Who May Attend 

This course is open to clerical employees, GS-2 and alx>ve (or the 
equivalent), who can take Gregg Simplified or Diamond Jubilee 
shorthand at o() wordsa minute. 

How To Make Nominations 

Authorized agency officials should submit nominations on Optional 
form '17 (Nomination-Registration for Training) to The Communica- 
tions and Office Skills Training Center, Bureau of Training, l\S. 
Civil Service Commission. Washington. D.C. 2(1115. For additional 
information, call G3i?-5fi08 or code 101, extension 25(108. 

Other Information 

T he cost of the program will lie shared by the participating agencies 
Announcements with more detailed information will W sent to nil 
agencies well in advance of the program. Nomination deadline dates 
will be lisvd in tbe course announcement. 
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PASSENGER TRAVEL CONFERENCE 
General Services Administration 

A 2-<Jay course scheduled periodically in Washington, D.C., and 
other eertfera of Federal population, or offered onsite at agency 
request. 



Description 

This conference is designed to assist Federal agencies in evaluating 
their transportation activities on a total cost concept and in reducing 
costs by taking into account all relevant factors, including schedules, 
fares, |)cr diem, los? of productive time, as well as the comfoit and net 
effectiveness of the traveler. It also enables agencies to evaluate the 
benefits of passenger traffic management techniques applied to agency 
programs including centralized travel services. 

Who May Attend 

This course is open to civilian agency personnel who supervise travel 
activities; approve, authorize, or arrange travel; and formulate or 
develop travel procedures. 

Hoic To Make Nominatiom 

Nominations should be submitted through agency employee develop- 
ment officens to the Director, Training Division (HPT), General Serv- 
ices Administration, Washington, D.(\ 20405, using Optional form 37 
(Rev.), Nomination for Interagency Training. A brief description of 
the nominees duties should Ik? included in item 11 of the OF 37. 

Other Information 

No cost to agencies. Specific dates and locations will be announced, 
Agencies may obtain further information by calling rode 202, 
343-7081, or code 183, extension 768 L 
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SPACE PLANNING AND OFFICE LAYOUT 
General Services Administration 

A ‘•-day course scheduled periodically al various ecnlrrs of Federal 
population; not offered in Washington* D.C* 

Description 

j This court* is designed to train participants in t lie skills ancl tech- 
niques of space planning mid office layout, including: determination of 
* space requirements, space assignments, office arrangement, formulation 
■ of criteria for office layout, space utilization, work flow rcquiiements, 

\ moving, and the concepts and requirements of space management. 

Through the use of lectures, discussions, group interactions, and 
j practical office layout problems, the participants have an opportunity 
\ to learn basic concepts and exchange ideas. Approximately one-half 
the course involves practical applications during workshop sessions. 
When the participants have finished the course, they should have 
developed greater efficiency and cxj>ertisc in the following aivas: 
development of space requirements, concept and execution of an office 
layout, templating tecliniqiies, planning, and executing a move, and 
maintaining effective space management. 

if' ho May Attend 

Management officials, office managers, and space planning and layout 
technicians of Government agencies who are resjxmsiblo for ^pace 
management functions art* eligible to intend. 



Hoi c To Moke \ominattons 

Nomination* should be submitted through agency employee develop- 
ment officers to the Director, Training Division (DPI*), General 
Services Administration, Washington. !>.('. ’20 using Optional 
form .37 (Kew), Nomination for Interagency Training. A brief 
description of die nominee's duties should 1m* included in item 11 of 
the OF 37. 

Other Information 

No cost to agencies. Sj>ecifc dates and locations will Ik* announced. 
Agencies may obtain additional information by calling area code 202, 
343 -7081, or code 183, extension 7681, 
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Labor Relations 



BASIC LABOR.MANAGKMKKT RELATIONS 

Civil Service Commission 

A 5 -day program lo be hctd periodically ai rhe Ci\U Service 
Commission and various residential centers* (Nofe; This 
cour>e adopts some of the subject matter presently covered in 
the present course, Basic Labor-Management Relation *. Addb 
ditional training units have been incorporated lo broaden the 
subject matter covered.) 

Description 

This course is designed to provide broad collective bargaining training 
to those Government workers with a beginning or support function in 
labor relations. It in the bunic building block- for the (Ittrh/menf of 
personnel who will be act ire in the field. 



Who May Attend 

1 hose personnel and ln1)or relations specialists and general managers 
with a beginning support job function in l bov relations. 



How To Make I\ominalions 

Nominations should bo submitted 0 n Optional Korin 47 by authorized 
agency representatives to The Director. Lalmr Relations Training 
Center, Bureau of Training, f\S. Chil Sen ice Commission, Wash- 
ington, D.C. -20115. Exact course dates, co t, dendlite dates for re- 
ceipt of nominations, and dates for confirmation of acceptames will be 
1 istod in individual course announcement which vili reach agencies 
6 weeks l;cforet?io course. 



Other Information 

Agencies may obtain full her information by calling 04*2- j {pi or code 
!01, extension 24410. 



CONTRACT NEGOTIATION AND 
IMPLEMENTATION 

Civi 1 Service Commission 

V 5~da> course lo he held periodically at residential centers. 



Description 

This course is designed to prepare the I;dx>r relations specialist to 
handle collective negotiations and administer the agreement. Partici- 
pants will lx.* provided background on lal>or relations, prepare man- 
agement positions, negotiate, partially draft an agreement and receive 
instruct! i *s tr> its administration. The course emphasizes the negoti- 
ating process. 



Who May Attend 

Those labor relations |>ersonne] or general managers who on a day 
to day basis are involved in preparing, negotiating and administering 
collective bargaining contracts; and are principally rosjxmsihle for 
tin* management Iaboi relations program. 



//ore To Make Nominations 

Nominations should be submitted cm Optional Form 37 by authorized 
agency representatives to the Director, Lalror Delations Training 
Center, Hureait of 1 raining, l\S. Civil Service Commission, Wash- 
ington, D.C. *20115. Exact course dates, cost, deadline dates for re- 
ceipt of nominations, and dates for confirmation of acceptances "ill 
be listed in individual course aniiomnvinent which will reach agen- 
cies 0 weeks Ire fore the course. 

Other Information 

Agencies may obtain fin tin r information by calling (132 1110 or code 
101, extension 21410. 
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THE COLLECTIVE BARGAINING PROCESS: 
PREPARATIONS, TACTICS, AND LANGUAGE 



Civil Service Commission 
4 5-day program (preferably residential)* 

Description 

This course emphasizes the skills needed to prepare for and conduct 
negotiations and to draft contract language. Guidance and practical 
exercises will lx? provided in preparing for negotiations, the use of a 
“bargaining book,” techniques and tactics at the bargaining table 
and drafting am! interpreting contract cm uses. 

Who May Attend 

This course is open toall management nominees. 

lion To Make Nominations 

Nominations should be submitted on Optional Form <’J7 by authorized 
agency representatives to the I)iiector, Labor Relations Training 
Center. Bureau of Training. U.S. Civil Service Commission. Wash- 
ington, I).C. *20117). Exact course dates, cost, deadline dates for receipt 
of nominations, and dates for confirmation of acceptances will be listed 
in individual course announcement which will reach agencies fi w eeks 
before the course. 

Other In/ornifl/ion 

Agencies may obtain further information by calling 0H2— 1110 or code 
101, extension 24110. 

LABOR RELATIONS COURSES 
Civil Service Commission 

The following courses are being developed and will be nlTcrcd at var- 
ious times during the year: 

Uclci mimn ft an Appropriate Bargaining Unit 

Fad Finding ca»ef. Preparation and Presentation of Arbitra- 

lion and I a tx>r Dispute* and Their RrM'lulion 
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Other Information 

Exact course date, 61 , cost, deadline dates for receipt of nominations, 
and dates for continuation of acceptances will be listed in individual 
course announcements which will reach agencies weeks before the 
course iso (To red. For further information contact The Labor Relations 
Training Outer. l .S. Civil Service Commission, Washington, J),C. 
•20 tic. Phone (>d2- f 110 or code 101, extension 2d 110. 



FORENSIC CHEMISTS TRAINING 

Bureau of Narcotics arid Dangerous Drugs, Department 
of Justice 

Siv propram* arc scheduled lo be given al ihe National 

Trainii. Institute in Pi -ml jrar 1972. 

Description 

'1 Ids sc. ool E deigned to increase chemist's knowledge of t lie drug 
problem, update li is methodology, improve hi* scientific techniques 
aid ad vim* bim of tlie Bureau of Narcotics aim Dangerous Drugs' 
servEes that are available to him. The program includes classroom 
instruction in pharmacology, chromatography, and other related fields 
and practical exercise in the DNDI) laboratory where participants 
are a forded tin* oppoit unity to utilize the various instruments avail- 
able and practice thottvhiii<|iieS employed 

n 7io May Attend 

This program is designed primarily for Forensic Chemists of State 
and lo< al police agencies, however. Forensic Chemists and other Fed- 
eral agencies who ale employed in the area of narcotics and dangei on- 
drug enforcement work may id » apply. 

Ho ir To Make Xominaiions 

Application forms available at all Bureau of Na» rod. s ami Dangerous 
Drug*, offices should 1 h* submitted by an authorized ageiicv repre.-enta- 
f ive to the Chief. S j mum u 1 Training 1 livision. National Training Insti- 
tute, I hi lea ii o f N a rent ics and D mgerous I )i ngs. 1 *- ]*' St rot N \\\. 

Washington, 1 >.( 2U.VJ7. 



Law Enforcement 




159 



Other Information 

Training costs are borne by the Bureau of Narcotics and Dangerous 
Drugs. Nominating agencies will bare to pay travel and subsistence 
costs for attendees. Further information may be obtained by 'ailing 
(202) 382—1804 or Code 128, extension 4804, 



LAW ENFORCEMENT SCHOOL 

Bureau of Narcotics and Dangerous Drugs, O narlnient 
of Justice 

Approximately 45 programs arc scheduled to hr .<>?. dueled in 
Washington, D,C. and in 1<k ’tio to he armour. ■ t. throughout 
the United Stales during fiscal >ear 1972. 

Description 

This 8()-liour program offers instruction to State and local police otli- 
cers in the basic teehnitpu'* of narcotics and dangerous drug investiga- 
tion. The curriculum includes surveillance, undercover investigation, 
drug identification, Held testing, pharmacology, legal procedures 
and other techniques and investigative tools that an oflicer requires 
to initiate and develop naivot ics and dangerous drugs investigations. 



U'ho May Attend 

Although this program is designed primarily for State and Uk’aI 4 *w 
enforcement ]>ersonnel, enforcement personnel of other Federal 
agencies may attend. 



Hoic To Make Nominations 

Letters of nominations or ap]>licatiou foims mailable in all Bureau 
offices should be submitted by authorized agency represent at ives to the 
Chief, Police Training Division, National Training Institute, Bureau 
of Narcotics and Dangerous Drugs, 140.5 ‘'I** Strict N\\\, Wash- 
ington, D.C. 20537, or in regional locations to the Regional Director in 
the geographical atca in which the nominating agmoy is located. 
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Other Information 

Trailing costs are borne by the Bureau of Narcotics and Dangerous 
Drugs. Nominating agencies will have to provide for the attendees 
travel and subsistence. Further information may bo obtained by calling 
(202) 382-5031 or Code 128, Extension 5031. 



POLICE TRAINING 

Bureau of Narcotics and Dangerous Drugs, Department 
of Justice 

Three 10-wcek program* are presently scheduled io be given 
during fUcal year 1972 at llie National Training Institute in 
Washington, D.C* 



Description 

This program is designed to provide police officers from State and 
local law enforcement agencies with the knowledge of the latest and 
most advanced techniques in the fields of narcotics and dangerous 
drugs investigation, dnigabn.se prevention, and community )e«idez , s)iip 
in the area, of narcotics and dangerous dru^ 7 law enforcement. 

Who May Attend 

This program is designed primarily for State and local police officers; 
however, military and jmssihly other Federal agencies may have per- 
sonnel w'm ran qualify lor this program. 



flow To Make Nominations 

Application forms may be obtained from the Chief, Police Training 
Division, National Training Institute, Bureau of Narcotics and Dan- 
gerous Drugs, 1405 “I” Street, NAY., Washington, I).( . 20,i3i, 1 best 1 
applications are to be completed In the nominees, approver! by the 
C hief Executive of bis agency, and Mibmitted to the ( hief, Police 
Training Division, National Training Institute. 



Other Jn/ornof/on 

The trailing cost of ibis program will be hunie by the Bu;?au of Nar- 
cotics and Dangerous Drugs. Nominating agencies will have to provide 
for tin* travel and subsistence costs for attendee?. Applicants will l*c 
considered on a rpacc available basis and v ill he selected subsequent to 
favorable completion nf a b -kgronwl in\cMig.di<>n. Further informa- 
tion inav l>e obtained by calling (2bj) Aa.5p.q1 or (\xh 12S, exten- 
sion 503 1 . 



«t» :«i o 11 - 11 
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Management Analysis 



TECHNICAL ASSISTANCE WORKSHOPS 
CORRESPONDENCE MANAGEMENT (2») 

General Services Administration 

A 2 - clay * orkshop scheduled Co meet apcncy demand. 

Description 

This workshop is designed to explain why u correspondence manage* 
mold program is needed and how to develop it. Jt deals with the costs 
of written communications, how to reduce these c osts, and how to pro* 
vide the render with letters that achieve clarity, brevity, pow *, and 
empathy. 

Who May Attend 

Individuals who are responsible for writing. signing, or reviewing cor- 
respondent us noil as those who are responsible for correspondence 
operations. 

Uoic To Make dominations 

Nominations should he uhinittcd through agency employee develop* 
ment -officers to the Workshop Director. National Archives and Rec- 
ords Service (XRP), General Services Administration. Washington. 
D.(\ £?0 If)S, using Optional Form 37. Nomination for Interagency 
Training. 

Other /n/ornm/iofi 

.Specific dates and locations will l>e announced. Agencies may obtain 
additional information by calling a rest code PG3 -JIM, or code 13, 
extension 31151. 

TECHNICAL ASSISTANCE WORKSHOPS 
DIRECTIVES SYSTEMS IMPROVEMENT < I V) 

General Services Administration 

A 2‘day *ork«hop *<Jirtlulcd to m«'Cl flgrno demand- 

Description 

Tin’s workshop is designed to improve the cnnuminicntiuji of policy, 
procedures, and instructions in the rleuivd, mo t rifn tive manner, Il 
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concentrates on the areas of directives planning, organizing, writing, 
illustrating, and editing. (Arrangements should be made for a 11 ion i 
orientation for agency executives when this workshop is conducted 
on-site in ii ividual agencies.) 

Who May Attend 

Management officials who originate, directives or manage a directive 
system arc eligible 

Hove To Make Nominations 

Nominations should lx? submitted through agency employee develop- 
ment officei-s to the Workshop Director, National Archives and Rec- 
ords Service. (XRP), General Services Administration, Washington, 
D.C. 20408, using Optional Form 87, Nomination for Interagency 
Training. 

Other Information 

Specific dates and locations will lx? announced. Agencies may obtain 
additional information by calling area code 202, PG3-415I, or code 13, 
extension 341 54. 



TECHNICAL ASSISTANCE WORKSHOPS FILES 
IMPROVEMENT (7A) 

General Services Ac linist ration 

A 2-day workshop scheduled lo mccl apcncy demand. 

Description 

This workshop is designed to help Government offices save time and 
money through the establishment of effective filing systems. Partici- 
pants develop solutions to problems simulating actual filing situations. 
The project follow-up calls for pa* icipaiits to apply the standards 
and techniques dismissal to their own agency files. 

Who May Attend 

Any jkJ*soi; whose duties require him tn set up <n maintain files, in- 
cluding clerks, secretaries, and those who sii|>ervisc filing ojx'rations. 
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How To Make Nominations 

Nominations should lx* submitted through agency employee develop- 
ment officers to t lie Workshop Director, National Archives and Rec- 
ords Serviee (NRP), Oeneral Services Administration, Washington, 
D.C. *20403, using Optional Form 07, Nomination for Interagency 
Training. 

Other Information 

Specific dates and loeations will be announced. Agencies may obtain 
additional information by calling niva code 202, 0(1*1-1151, or code 13, 
extension 34151. 



Description 

Tli is comprehensive workshop is designed for personnel who need a 
technical knowledge of forms analysis and design techniques. It shows 
how to establish and o|»crate a forms management program and ex- 
plains its relationship to other ivcords management programs. It 
shows how to analyze and design forms as an efficient means of re- 
cording, collecting, transmitting, and processing information. Also 
included is development of forms specifications, flow charting proce- 
dures and the application of the survey approach to forms design. 

Who May Attend 

This shop is designed for forms analysts and trainees, forms liai- 
son n sentatives, forms managers and cither |>ci*sonnel who need a 
teclnr 1 knowledge of forms analysis and design techniques. 

How To Make Nominations 

Nominations should Ik* submitted through agency employee develop- 
ment officers to the Workshop Director, National Archives and Rec- 
ords Service (NRP), Omicral Services Admiiu-trat ion, Washington, 
D.C. 20 1 OS, using Optional Form 37, Nomination for Interagency 
Training. 



TECHNICAL ASSISTANCE WORKSHOPS FORMS 
ANALYSIS AND DESIGN (3A) 

General Services Administration 

A 10-day workshop scheduled lo mccl agency demand. 
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Other Information 

Specific dates and locations will be announced. Agencies may obtain 
additional information by calling area rode 202, 9G3-4154, or code 13, 
extension 34151. 



TECHNICAL ASSISTANCE WORKSHOPS 
FORMS FOR AUTOMATION (3C) 

General Services Administration 
A 5-day workshop scheduled to ineel ,.£enc> derrand. 



Description 

A comprehensive workshop to acquaint participants with require- 
ments, specifications, and practical techniques and applications for 
developing economical and efficient forms for use in processing infor- 
mation in conjunction with A DP equipment. Special projects pro- 
vide practical experience in applying the standards anil techniques 
discussed. 

TT/io May Attend 

Applicants should have n good background in automation or have at- 
tended the Mechanizing l’sijierwnrk Systems Workshop (8B). In ad- 
dition, they should cither have attended the Forms Analysis and De- 
sign Woikshop (3A) or l ave a good knowledge of basic forms man- 
agement principles and techniques. 

Hotc To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Workshop Director, National Archives and Rec- 
ords Service (NRP), General Services Administration, Washington. 
I).(\ 20408 using Optional Form 37, Nomination for Interagency 
Training. 

Other /n/ormoffon 

Specific dates and locations will bo announced. Agencies may obtain 
additional information by calling area code 2 <>2, 903-4154, or code 
13, extension 31154, 



TECHNICAL assistance workshops 

FORMS IMPROVEMENT (3B) 

General Services Administration 

Two ^ -day sessions scliedulcd lo nice! agency demand. 



Description 

T his workshop rovers the presental ion and application of techniques 
to improve the paperwork How by simplifying and improving t he 
forms used. Effective principles for improving, simplifying com* 
bitting and elimination forms *m discussed and utilised. During the 
course tin* participants redesign and simplify ti heavy usage form. 

Who May Attend 

Supervisory, administrative, professional specialists, and technicians 
a iv eligible. 

Iloic To Make Nominations 

Nominations should he submitted through agency employee develop- 
ment officers to the Workshop I )i rector. National A rehives and Records 
Service (XPK), (ieneral Services Administration, Washington, P.<\ 
JtMOS, ndng Optional Form 37, Nomination for Interagency Training. 

0/her Information 

Specific dates and locations will be announced. Agencies nun obtain 
additional information by calling area code k 2i>2. I1M, or code 13. 
extension 3Ilf*L 



TECHNICAL ASSISTANCE WORKSHOPS 
INFORMATION SYSTEMS DESIGN (511) 

General Serviees Administration 

A 5-day workshop Felieduted lo meet agency demand. 

Description 

This workshop is designed to acquaint management analysts with 
methods for designing a huge information system It nnors the \ *r* 
ions steps of systems design, identification of information require- 
ments, <>rg.MU/at ion <»f data, network analysis, iv.pui mid output 
methods, preparing systems pnqwisals and specifications, testing, and 
measuring Ivnolits. Participants work in groups to solve the problems 



166 



182 



of a fictional transit agency. When the workshop is conducted within 
an agency, participants consider actual problems of their agency. 

Who May At/end 

Management analysts involved in designing information systems. 
Prior participation in the Modernizing Management Reports A\ otk- 
shop (ft A) is desirable. 

How To Mai re Nomination* 

Nominations should be submitted through agency employee develop- 
ment officers to the Workshop Director, National Archives and Records 
Service (NRP), General Services Administration, Washington, D.C. 
20108, using Optional Form 37, Nomination for Interagency Training. 

Other Information 

Specific dates locations will be announced. Agencies may obtain addi- 
tional information by calling area code *202, 0(>3-4151, or code 13, ex- 
tension 31154. 



TECHNICAL ASSISTANCE WORKSHOPS 
MECHANIZING PAPERWORK SYSTEMS (8B) 

General Services Administration 

A 4-day Kork^hop scheduled lo rocel agency demand. 



ZJejcrfpt/on 

A workshop designed to help in the mechanization of paperwork sys* 
terns. Focus is on the use of automation, but the workshop includes .he 
use of mechanical tools when automation is not justified. Participants 
determine how to locate potential aicas for mechanization in their own 
offices and how to develop improvements. 

Who May Attend 

Management analysts, supervisors, and others who are involved in 
mechan izing paperwork system. 

How To Make Nominations 

Nomination should be submitted through employee development offi- 
cers to the Workshop Director, National Archives and Records Scr- 
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vice ( NRP), General Services Administration, Washington, D.C. 
20108, using Optional Forn 37. Nomination for Internal .icy Training. 

Other Information 

Specific dates and locations will he announced. Agencies may obtain 
additional information by calling; area code 20*2, 003 — 1151, or code 13, 
extension 34154. 



General Services Administration 

Five Vf-day sessions scheduled lo meet agency demand. 

Description 

This workshop deals with the continuing; need for better management 
information and rp|x>rling. It focuses on management information iv- 
quirements; demonstrates ami develops ways to get the right infor- 
mation, at the right time, with tiic clearest possible communication : 
and uses case histories to illustrate application of Hie workshop tech- 
niques. Participants, working; in groups, consider real or theoretical 
problems of their agencies. 

JF7*o May Attend 

Personnel who deal with and have a need for use of management 
information and reporting. Groups of four registrants from a single 
agency provide the most elFeotive group pattern to study practical 
problems. 

Hoi c To Make Nominations 

Nominations should Ik? submitted through agency employee develop- 
ment officers to the Workshop Director, National A rehives anti Records 
Service {NRP), General Services Administration, Washington. D.C, 
20408, using Optional Form 37, Nomination for Interagency* Training. 

Other Information 

Specific dates and location® will Iv announced. Agencies may obtain 
additional information by tailing area rode *202. !>(>3 1151, or code 
] 3, extension 31 ' 54. 



TECHNICAL ASSISTANCE WORKSHOPS 
MODERNIZING MANAGEMENT REPORTS (SA) 
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TECHNICAL ASSISTANCE WORKSHOPS 
OFFICE INFORMATION RETRIEVAL (6A) 

General Services Administration 
A 5-day workshop scheduled to meet agency demand. 

Description 

This workshop is designed to show how and under what circumstances 
modern information methods and equipment may be applied to im- 
prove dissemination, storage, and retrieval of information in various 
areas of the office. Participants are. introduced to the techniques and 
systems in use today and some of those, being developed. They ait* 
shown how to conduct, information retrieval surveys, how to design 
and coordinate index systems, and how to select the right system and 
equipment. 

Who May Attend 

This workshop is designed to broaden the understanding and skills of 
management analysts, systems personnel, supervisors and others who 
may lx? directly involved in designing and installing an efficient infor- 
mal ion retrieval system. 

How To Make dominations 

Nominal ions should lx* submitted through agency employee develop- 
ment officers tot lie Workshop Director, National Archives and Records 
Service (NRP), General Services Administration, Washington, I).C. 
‘20108, using Optional Form -37, Nomination for Interagency Training. 

Other Information 

S[x?cific dates and locations will lx* announced. Agencies may obtain 
additional information by calling area code 202, 904-41 A i, or code 13, 
extension 34151. 



TECHNICAL ASSISTANCE WORKSHOPS 
RECORDS DISPOSITION (7B) 

General Services Administration 
A 1-Jay m or! *hop scheduled lo rnccl RfU nry need?, 

Description 

A workshop concerned with the mnj >r practices, procedures, and pro* 
gra ..s related to effective records dicjxisition. It deals with the opera* 
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tion of an ofliciont records disposition pir^rnm, preparation of records 

control schedules, identification of permanent records, use. and function 
cf Federal Records Centers, and the relationship of records disposition 
to other records management programs. 

Who May Attend 

Any person ' hose duties include responsibility for control and disposi- 
t ion of records. 

Uo\c To Mak*> iSt 'ruinations 

Xominations should lie submitted throu/h agency employee develop- 
ment ollieers to the Workshop Director, National Archives and Records 
Service (NRP), tieneral Services Administration, Washington, I).C. 
■JO JOS, usinjr Optional Form !57, Nomination for Interagency Training. 

Other Information 

Specific dates and locations v ill Ik* announced. Agencies may obtain 
additional information by 1 1 in^r area code J< L\ Dal. or code Id, 
extendon -DIM. 



TECHNICAL ASSISTANCE WORKSHOPS 
RECORDS MMNTKNANCE AND DISPOSITION (111) 

General Services Administration 

A 5-<fay *<irk*>!iop M'hrdulrd to itirrl .ipriii y dr mum!. 

Description 

This workshop is destined to cover only the maintenance and disposi- 
tion subjects lifted in tlie Records Management Workshop flA), with 
rmplmds on the following *pccifie anas of records management: 
managing records, tiles operation.*, subject classification, records in- 
ventorying and scheduling, records Morale 'includes a lour of tlie 
Washington National Record* Center), ' ital ivconl* protect inn. mail 
management, <*tlice information retrieval. ronduci hiL r ;i tVK ni d* system* 
study. and the ilo‘s and don Vs nf a Micrcs*fui ivtonl program, it also 
includes a di*cn-v*ioii .*c*do,i of the principle* cm e,vd during the week. 

Who )fay Attend 

The woikdinp i* designed for i\s md* liaison otlicers. recnid* super- 
visor*. management terlmh ian*. and other per*r»nnel engaged in «.r 
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having responsibility for one or more of the functions listed. (Individ- 
nals should not attend both this workship and the lA Workshop). 

flow To Make /Vormnnfions 

Nominations should be submit ted through agency employee develop- 
ment officers to the Workshop Director, National Archives and Records 
Sendee (NRP), General Services Administration, Washington, !),(' 
*20408, using Optional Korin 37, Nomination for Interagency Training. 

Other Information 

Sj'ccific dates and locations will l x* announced. Agencies may obtain 
additional information by calling area code OG3-4154, or code 13, 
extension 34154. 



TECHNICAL ASSISTANCE WORKSHOPS 
RECORDS MANAGEMENT (1A) 

General Services Administration 

A 2-MCfk w >rk«!iop Mrhcdulcd periodically lo meet agency demand?. 

Description 

Phis workshop is designed to provide a hi oad j>ci , spective of the scope 
and objectives of records management as a whole. The principal topics 
analyzed through lectures and discussions are: managing records, 
correspondence, directives. iv|K)i1s. forms, and mail ; records solid! 1- 
ing; records dispos'tion; office machine selection and utilization: 
source data automation; clerical work measurement ; vital records 
handling; infonnation retrieval developments; conducting a total 
records systems study : and the do's and don Vs of an effective records 
management program. 

If ho May Attend 

The workshop is designed for records officers. management analv.-ts. 
suj>crvisors, and others who have a broad re>ponsihilit v for manage- 
ment of the program areas listed. ( Individuals should not attend Mh 
t lis workshop and the Records Maintenance and Di>jH*sition Work- 
shop (IB) .) 

How To Make Nominations 

Nominations should )*• submitted througli agency employee develop- 
ment officers to the Workshop Director, National Archives and Rce- 
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ords Service (XRP), General Services Administration, Washington, 
D.C. 20108, using Optional Form 37, Nomination for Interagency 
Training. 



Other Information 

Specific dates and locations will L>o announced. Agenr’es may obtain 
additional information by calling area code ‘202, 963— 1154, or code 13, 
extension 31154. 



General Service's Administration 

A 5-day *ork'hop scheduled to meet i>pen< y demands 

Description 

This workshop explores efficient information and data input device.?, 
\ here they are needed, and ]in\v to evaluate their potential. Emphasis 
is on tin* importance and feasibility of capturing data in machine 
language at the first recording or at the earliest practical point in the 
system. 

W ho May Attend 

This workshop is designed to provide guidance for management ana- 
lysts, systems personnel, supervisors and others who are dimtlv in- 
volved in applying source data automation techniques. 

Uotc To Make Nominations 

Nominations should l>e submitted through agency employee develop- 
ment officers to (lie Workshop Director, National Archives and Rec- 
ords Sen ces (XRP), General Services Administration, Washington, 
D.C. 20 1C 8, using Optional Form 37, Nomination for Interagency 
Training. 

Other Information 

Specific dates and Wat ions will U* announced. Agencies may obtain 
additional information by calling aiva code 2^2, U03 1151. or code 13. 
extension 11151, 



TECHNICAL ASSISTANCE WORKSHOPS 
SOURCE DATA AUTOMATION (8A) 
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TECHNICAL ASSISTANCE WORKSHOPS 
SPEEDING THE MAIL (2C) 

General Services Administration 

Two VS sessions scheduled to meet agency demand. 

Description 

This workshop deals with the handling of incoming correspondence 
and the cleanuicc of replies. Methods a re discussed by which sliortor 
in -shop time for corriopomlenec requiring n reply can be achieved. 
How and where improvements can be made is determined. 

Who May Attend 

This workshop is designed primarily for personnel in program offices 
where a volume of action mail is handled. 

How To Make Nominations 

Nominations should Iv submitted through agency employee develop* 
ment officers to the- Workshop Director, National Archives and Rec- 
ords Service (NRP), General Services Administration, Washington, 
D.C. fi0408, using Optional Form 37, Nomination for Interagency 
Training. 

Other Information 

Specific dates and locations will be announced. Agencies may obtain 
additional information by calling area code 2th?, 063 1151, or code l ; h 
extension 31154. 



ADVANCED POSITION CLASSIFICATION 
Civil Sendee Commission 

A 5-d*y cour r lo be held annually al llic* C'i « il Service Com- 
mission, 1900K Slice! NW. 

Description 

Emphasizes classification program planning and execution as \n inte- 
gral part of total personnel management : st resses the role of cl issifica- 



Personnel 
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tion in solving management problems and the responsibilities of the 
classification stall in related programs such as position management 
and job redesign; provider information about new classification con- 
cepts and techniques, and evaluation of the classification ptngiutu. 

Who Nay An end 

Personnel specialists, GS-0 through 13 (or tin* equivalent) who have 
performed journeyman classification work for at least one year. 

Hoic To Make Aomin of ions 

CSC' nomination fori is (Optional Form 37) should he suhmitted by 
authorized agency representatives to The Director, Personnel Manage* 
incut Training ('enter, Rureou of Training, l\S. Civil Service Com- 
mission, Washington, 1),(\ *20fln. Kxact course dates, cost, deadline 
dates fi>r receipt of nominations, and dates for confirmation of accept- 
ances will be listed in individual announcements which will roach 
agencies G weeks Ijcfoiv the course. 

Other Information 

Agencies may obtain further in format tori by calling or < ode 

101, extension 



POSITION CLASSIFICATION AND THE 
MANAGEMENT PROCESS 

Civil Service Com. mission 

A 5-day course l.cld four lime* a >car at die (i>il Service lam- 
mivvion, 1900 K Sired NW. 

Description 

Sti'csses the role of classification in total peixmnel management. Pro- 
vides information ami practice applications nc< vs<uy to develop b,r-d«- 
skills in fact finding, analysts, and evaluation of jxjdlions through 
workshop and xvorkliook activities. 

If ho May Attend 

Persons serving in i«cixuinel management position-, < » S ,*> through M 
(orthe equivalent). 
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How To Make Nominations 

CSC nomination Forms (Optional Form 37) should be submitted by 
authorized agency representatives to The Director, Personnel Manage* 
ment Training Center, Bureau of Training, IJ.S. Civil Service Com- 
mission, Washington, IXC. 2005. Kxaet course dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of accept- 
ances will bo listed in individual announcements which will reach 
agencies 0 weeks before the course. 

Other information 

Agencies may obtain further information by calling 032-5630 or code 
101, extension 25030. 



POSITION MANAGEMENT 
Civil Service Commission 

A 3-day course held Iwfcc a )car ai ihc Civil Service Commission, 

1900 K Street NW. 

Description 

Establishes a systematic approach to position management through 
study of the organization, groupings, and alignment of duties in ac- 
cordance w*th . fleet ive procedures and technology; affords practice 
in the solution of problems of design of work, alternative organiza- 
tional structures, motivation, utilization, ami control systems; em- 
phasizes the team approach (involvement of s{>ccialists in budgeting, 
classification, management analysis, etc.). 

Who May Attend 

Personnel, budget, and management analysis specialists, and line 
managers who have significant responsibilities in jKisition manage- 
ment and who have well-rounded liickgrounds in tlieir own fields. 

/foie To Make Nominations 

CSC nomination forms (Optional Form 37) should V submitted by 
authorized agency representatives to The Director, Personnel Manige- 
ment Training (enter, Bureau of Training, l\S. Civil Service Com- 
mission, Washington, I).(\ 2011.x Kxaet couive dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of accept- 
ances will lx* listed in individual announcements which will reach 
agencies G weeks before the course. 
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Other Information 

Agencies may obtain further information by calling 632-5630 or code 
101, extension 2563G. 



WORKSHOP IN THE JOB-ELEMENT EXAMINING 
METHOD 

Civil Service Commission 

A 3-<tay course to be held a rum ally at the Civil Service Commission, 
1900 E Street iW. 



Description 

Designed to give participants the following fundamentals of tbe job 
element method: historical background, terminology, general policy 
and philosophy of the method, methodology, techniques, and proce- 
dures, principles, JAR responsibilities in job element examining. Also, 
skill in the following: methods of studying jobs, identification of ele- 
ments development of crediting plans, use of crediting plans in rating 
candidates, use of job element examining for in-service placement, 

Who May Attend 

Employees who have or will have responsibility for the job element 
system in their agency. 

Rote To Make ATominafionj 

CSC nomination forms (Optional Form 37) should he submitted by 
authorized agency representatives to The Director, Personnel Man- 
agement Training Center, Bureau of Training, U.S. Civil Service 
Commission, Washinton, D.C. 20115. Exact course dates, cost, dead- 
line dates for receipt of nominations, and dates for confirmation of 
acceptances will be listed in individual announcements which will 
reach agencies 6 weeks before the course. 

Other information 

Agencies may obtain further information by calling 032-5030 or code, 
101, extension 25636. 
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ADVANCED EMPLOYEE DEVELOPMENT 
Civil Service Commission 

A 5-day course to be held annually at the Civil Service Commission, 

1900 E Street NW. 

Description 

Defines and analyzes the changing role of the employee development 
officer; examines major problem areas such as determining training 
needs and evaluating training programs; discusses significant develop- 
ments in teaching methods, and beliavorial science contributions to 
employee development . 

Who May Attend 

Personnel specialists, GS-5J through 13 (or the equivalent) who have 
significant responsibilities in employee development and who have had 
training or experience in the function. 

How To Make Nominations 

CSC nomination forms (Optional Form 37) should be submitted by 
authorized agency representatives to the Director, Personnel Man- 
agement Training Center, Bureau of Training, U.S. Civil Service 
Commission, Washington, D.(\ 20415. Exact course dates, cost, dead* 
line dates for receipt of nominations, and dates for confirmation of 
acceptances will be listed in individual announcements which will 
reach agencies 0 weeks before the course. 

Other Information 

Agencies may obtain further information by calling G32-5G3G or code 
101, extension 25G3G. 



BASIC EMPLOYEE DEVELOPMENT 
Civil Service Commission 

A 5-day course lo be held annually at the Civil Service Commission, 

1900 E Street NW, 

Description 

Provides an introduction to and basic understanding of employee de- 
velopment principles and practices; emphasizes development of skills 
in t lie design and administration of the training cycle from identifica- 
tion of needs and objectives through design, administration, and 
evaluation. 

Who May Attend 

Employees in GS-5 through 0 {or the equivalent), who are beginning 
or have lx'en selected for careers in employee development, 

flow To Malic Nomination* 

CSC nomination form (Optional Form 37) should ix» submitted by 
authorized agency representatives to the Director, Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, P.C. 20115. Exact coin's© dates, cost, deadline 
dates for receipt of nominations, and dates for continuation of ac- 
ceptances will l>e listed in individual announcements which ‘will reach 
agencies C weeks before the course. 

Other Information 

Agencies may obtain further information by calling 032-5630 or code 
101, extension 25636. 



1900 E Street NW. 

Description 

Designed lo provide an understanding and increased skills in the se- 
lection, application and evaluation of advanced instructional methods. 
At the completion of thb course, participants should be able to dc- 
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velop and conduct sessions using eases, incidents, role play and drama 
techniques, games and other instructional methods. 

Who May Attend 

Persons who are employee development specialists and those respon- 
sible for instructing or trainingotliers to instruct. 

Uoie To Make dominations 

CSC nomination forms (Optional Form 37) should be submitted by 
authorized agency representatives to 1 he Director, Personnel Manage- 
ment Training Center, Bureau of Training, l T .S. Civil Service Com- 
mission, Washington, D.C. *20415. Exact course dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of ac- 
ceptances will be listed in individual announcements which will reach 
agencies G weeks before the course. 

Other Information 

Agencies may obtain further information by calling 032-503 G or code 
1 0 1 , c ,\ t on si on 2 503 0. 



DEMONSTRATION WORKSHOP IN VIDEOTAPE 

TECHNIQUES 

Civil Service Commission 

A 3-day course to be lictd annually al the Cml Service Commission, 

1900 k Street NW. 

Description 

Provides skills and knowledge in the selection, development and utili- 
zation of videotape techniques in the learning process. Includes the 
following topics: TV and the learning Process, IVe and Misuse of 
TV for Training, Principles and Techniques of Visual Picseiitafinns, 
and Evaluating the l> of TV in Training. Thetv will also bo 
practical exercises to develop skills in videotape applications. 

Who May Attend 

Employee development specialists* instructors m d audio-visual tech- 
nicians having s]>ecinl interest or responsibility for applying \ide«>- 
ta] *o techniques to training. 
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How To Make Nominations 



CSO nomination forms (Optional Form 37) should he submitted by 
authorized agency representatives to The Director. Personnel Manage- 
ment Training Center, Bureau of Training, U.S. Civil Service Com- 
mission, Washington, D.C. 20415. Kxact course dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of ac- 
ceptances will be listed in individual announcements which will reach 
agencies 6 weeks before the course. 

Other Information 

Agencies may obtain further information by calling G32-5G3G or code 
101, extension 25636, 



INSTRUCTION TRAINING 
Civil Service Commission 

A 10-dav course to be held Inice a >car al the Civil Service Com- 
mission, 1900 E Street NW* 

Description 

envoi's principles, methods, and practices of instruction, including: 
the psychology of learning, preparation of lesson plans, varieties of 
teaching methods, preparation and use of visual aids, and evaluation 
cf training. A ‘‘how-to-do it" course emphasizing a series of practice 
instructional sessions for each participant, with oral and written 
critiques from the group and individual criticism and assistance from 
The Personnel Management Training Center staff. 



Who May Offend 

Any employee who is rosjxmsiblc for instructing or for training others 
to instruct. 

How To Make Nominations 

CSC nomination form (Optional Form 37) should lx? submitted Un- 
authorized agency represent at ires to The Director, Personnel Manage* 
merit Training ('enter. Bureau of Training, U.S. Ci\il Service Com- 
mission, Washington, P.C. 20115, Kxact course dates, -'ost, deadline 
dates for receipt of nominations, and dates for confirmation of accept - 
anevs will be listed in individual announcements which will roach 
agencies 6 weeks lx* fore the course. 
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Other Information 

Agencies may obtain further information by calling G32-« r )G3fi or oodo 
101, extension ‘25G36. 



MANAGEMENT DEVELOPMENT: PRINCIPLES AND 
METHODS 

Civil Service Commission 

A 3-day course held annually al the Civil Service Commission, 

1900 E Street NW. 

Description 

Provides employee development officers and others with significant 
management development responsibilities a framework in which to 
plan ami carry out m; nagement development programs through: 
analysis of the competences required of the modern manager, defini- 
tion of the role of the employee development ofiicer in facilitating the 
development of such competences, and appraisal of signilicant theories 
and techniques relevant to management development. 

Who May Attend 

Training specialists with signilicant responsibilities in the employee 
development function and with specific lespnnsibility for manage- 
ment development in their agencies. 

Hoic To Make dominations 

CSC nomination forms (Optional Form 37) should he submitted by 
authorized agency representatives to The Director, Personnel Manage- 
ment Training Center, Duncan of Training, l\S. Civil Service (Van- 
mission, Washington, ]).('. *20 11a. Exact course date, cost, deadline 
dates for receipt of nominations, and dates for confirmation of accept- 
ances will bo listed in individual announcements which will reach 
agencies G weeks before the course. 

Other In/ormafron 

Agencies may obtain further information by t ailing < 32 .*»r,3u or rode 
in], extension ‘23G3G. 
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PROGRAMEDJNSTRUCTION: APPLICATIONS FOU 
GOVERNMENT TRAINING 

Civil Service Commission 

A 3-daj‘ course held annua II}' at llio CTi\ il Service Commission, 

1900 K Slreel N\V» 

Description 

Orients employee development officers to the principles, methods, tech- 
niques, capabilities, aiul limitations of programed- just ruction, through 
coverage of psychological basis ami ebaraet eristics of programed- in- 
struction, idontitiratioii of training needs that can be effect indv met 
with programed dust vuct ion, programing methods and techniques, 
and other related topics. Participants will have an opportunity to pre- 
pare a short unit o f programed ! list met ion. 

Who May Attend 

Employee Development Officers and specialists responsible for allocat- 
ingtraining resonia es\ 

Iloic To Make nominations 

CSC nomination forms (Optional Form dt) should Ik* submitted by 
authorized agency represent at ives to The Director, Personnel Man- 
agement Training Center, Bureau of Training l .S. Civil Service 
Commission, Washington, I).C. liOtlo. Exact course dates, cost, (lead- 
line dates for receipt of nominations, and dates for continuation of 
acceptances will be listed in individual announcements which will 
veaeh agencies (» weeks before t lie course. 

Other Jn/or/uotiou 

Agencies may obtain further information by calling lid^-’ihdti or code 
101 , ex tension 25 C 4 G. 
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SEMINAR IN ADP FOR EMPLOYEE DEVELOPMENT 
SPECIALISTS 

Ci\il Service Commission 

A 2-diiy »<>mmar lo be lirld July 29-30, 1971 and December 13-11, 

1971 al ilic Civil Service C.ont tuition, 1900 K Siren ,N\V. 

Description 

This program is designed to assist employee development specialists 
;it all levels to meet tlie challenge posed by t lie actual or anticipated 
introduction of automatic data processing into their agencies. 'Ihe 
course will include: (o) the present and future role of ADP in the 
training Held; (h) typical computer applications in the management 
of training activities and their results in terms of efficiency and econ- 
omy: (c) training required to achieve various levels of ADP com* 
petence: and available Government and non-Governmont resources 
for training: and {<!) training considerations in ADP workforce 
orientation and employee retraining. 

Who May Attend 

Training officers, employee development specialists, and those who 
are concerned with providing Paining programs in the ADP Hold are 
eligible for nomination. Prior attendance at a Management Intro- 
duction to ADP course or equivalent knowledge is recommended. 

Iloic To Make dominations 

Nominations should be submitted by authorised agency representatives 
to the Director, The ADP Management '['raining Center, 1\S, Civil 
Service Commission, Washington, |).C. 20115, i.o later than one month 
before course commencement . 

0//icr Information 

Tlie cost- of t lie program £100 per person -will be shared by the par- 
ticipating agencies. Announcements with more detailed inform:! lion 
will b;i sent to all agencies. Agencies may obtain furtlier information 
from r rhe ADP Management Training Outer, {M , 2--i»fi50 or code 101, 
intension 25(550. 
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TRAINING TRAINERS OF LOWER-LEVEL 
EMPLOYEES 

Civil Service Commission 

A 5-day course lo ho held annually al the Civil Service Commission, 

1900 E Si reel NW. 

Description 

Defines and analyzes the special role and responsibility of the i vainer 
in designing and conduct ing training efforts to meet the policy >bjee- 
tives of the Upward Mobility and Public Service Career's programs, 
Discusses public policy objectives, principles of adult learning and 
the implications for training lower-level employees. Provides skills 
in the development, utilization and evaluation of various approaches 
for training lower-level employees and the counselor's and supervisors 
of lower-level employees. 

Who May Attend 

Employe© Development Officers, personnel specialists and others who 
have- or anticipate having responsibility for the training and career 
development of lower-level employees. 

How To Make Nominations 

C$C nomination forms (Optional Form 37) should be submitted by 
authorized agency representatives to The Director, Personnel Manage- 
ment Training Center, Hnreau of Training, l\S. Civil Service Com- 
mission, Washington, 1>.C. ‘20415. Exact course dates, cost, deadline 
dates for receipt of nominations, and dates for confirmation of accept- 
ances will be listed in individual announcements which will reach 
agencies 0 weeks before the course. 

Other Information 

Agencies may obtain further information by calling 032-5030 or 
code 101, extension 25G36, 
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ADVANCED EMPLOYEE RELATIONS 

( !i \ II Ser* irr (‘mnmission 

\ !>-daj riMir»r to be lu-ld nmiuaHv ;il tlic Civil Service Coninii*>ioii, 

1 900 K Street NW. 

Description 

Km pi lasers tin- m U* of the employee relations oflirev in assisting 
management with individual employee relations problems: discusses 
co] n hi mi I ion, ii m trait* a ml attitude su rveys, the sol ut ion of t lie mote 

diOicult bu titan relations problems, ami the establishment of a climate 
in which such problems are minimized ; proviiles an overview of the 
labor-management relations program. 

Who May Attend 

Personnel specialists, GS-b through 13 (or the equivalent), who have 
hart training or experience in the employee-relations (unction. 

How To Make dominations 

CSC 1 nomination form (Optional Form 37) should be submitted by 
authorized agency representatives to The Director, Personnel Manage- 
ment Training Center, Bureau of Training, C.S, Civil Service Com- 
mission, "Washington, 1).(\ -Olio, Exact course dates, cost, deadline 
dates for receipt of nominations, and dates for continuation of accept- 
ances will lx? listed in individual announcements which will reach 
agencies l> weeks before the eomse. 

Other information 

Agencies may obtain further information by cal ing bhi-ftfiSfi or code 
101, extension i*5G3C. 



ADVERSE ACTIONS 
Civil Service Commission 

A 3-day coerce to be held twice n rear al tlic Civil Service Com- 
minion, 19C0 E Street NW. 



Desert ftion 

Provides information on the purpose of adverse actions, historical 
and legal background, law,**, executive orders, and regulations go v, nn- 
ing adverse actions, procedural requirements, preparations of notices 
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of proposed adverse action and notice of decision, merits of cases, cur- 
rent issues, and reduction in force. 

Who May Attend 

Personnel specialists, OS-D through 13 (or the equivalent), who pre- 
pare or review corres|x>ndenee involved *11 adverse actions; plan and 
carry out reductions in force; prepare or review regulations: or per- 
forni advisory and counseling work in the subject areas concerned. 

Iloie To Make Nominations 

CSC’ nomination form (Optional Form 37) should 1k> submitted by 
authorized agency representatives to The Director, Personnel Manage- 
ment Training Outer, Bureau of Training, 1\S. Civil Service Com- 
mission, Washington, D.(\ 20115. Exact course dates, cost, deadline 
dnte.s for receipt of nominations, and dates for eonfinnation of accept- 
ances will be listed in individual announcements which will reach 
agencies 6 weeks before the course. 

Other Information 

Agencies may obtain further information by calling 632-5636 or code 
101, extension 25630. 

BASIC EMPLOYEE RELATIONS 

Civil Service Commission 

A 5-day courM* lo be held l*iec a vear at die Civil Service («m< 
mission, 1900 K Street AW. 

Description 

Provides basic knowledges of the employee relations function, w th 
emphasis on ease analysis o f individual complaints, grievances, and 
appeals and coverage of legal and regulatory requirements: includes 
principles of human relations and introduction to counseling 
techniques. 

Who May Attend 

Persons serving in personnel management positions, (iS-5 through 0 
(or the equivalent). 

Hoic To Make Nominations 

CSC nomination form (Optional Form 37) she. dd U* submitted Uy 
authorized agency representatives to The Dim-tor, Personnel Manage- 



ERIC 




186 



moiit. Training Center, Bureau of Training, TVS. Civil Service Com- 
mission, Washington, I).C. 20115, Exact course dates, cost, deadline 
dates for receipt of nominations, and dates for continuation of accept- 
ances "ill be listed in individual announcements which will reach 
agencies G n ecks before the course. 

Other information 

Agencies may obtain further information by calling G32-5G3C or code 
101, extension 25G3G. 

PK E K ETI II EM ENT PLANNING INSTITUTE FOR 



Civil Service Commission 

A 3-d ay course held iwict a year at the Civil Service Commission, 

1900 K Street I\W. 

Description 

Provides agency retirement advisors with knowledges and techniques 
which will serve as a basis for developing and conducting in-house 
preretirement planning programs, and for strengthening existing 
programs. Covevs; objectives of preretirement planning, content of 
a comprehensive preretirement planning jmjgium, design, conduct, 
and evaluation of preretirement planning programs, and techniques 
of retirement counseling. 

Who May Attend 

Agency personnel who are or will he rcvponsiMc for developing in- 
house preivt iremer.t planning programs or for counseling individual 
retirement eligible. 

How To Make Nominations 

CSC 1 nomination forms (Optional Form 37) should be submitted by 
authorized agency representatives to The Director, Personnel Manage- 
ment. Training (Vote r, Bureau of Training, I\S. Civil Service Com- 
mission, Washington, I).C, 20115. Exact course dates, eo>t, deadline 
dates for receipt of nominations, and dates for continuation of accept- 
ances will I>e listed in individual announcements which will reach 
agencies G weeks before the course. 

Other information 

Agencies may obtain further information by railing 032- 5030 or code 
101, extension 2f>G30. 
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Staffing and Placement 



ADVANCED STAFFING AND PLACEMENT 
Civil Service Commission 

A 5-day coarse In be Field iwice a year at llie Civil Service Com* 



mission, 1900 E Street NW* 

Description 

Reviews the subject areas comprising the staffing function, with cm 
pliasis on current policies and concerns and on the contributions of 
the behavioral sciences to the assessment of human abilities; empha- 
sizes career stalling concepts and the responsibilities of stuffing special- 
ists in the achievement of the agency's mission; discusses evaluation 
of the staffing program. 

Who May Attend 

Personnel specialists, GS-D through 13 (or the equivalent), who have 
had t mining or experience in the staffing function. 

How To Make Nominations 

( -SO nomination forms (Optional Komi -17) should he submitted by 
authorized agency representatives to The Director, Personnel Manage- 
ment Training Center, Hureau of Training, l .X. Civil Service Com- 
mission, Washington, D.C. 20115. Exact- course dates, costs, deadline 
dates for receipt- of nominations, and dates for confirmation of accept- 
ances will Ik? listed in individual announcements which will reach 
agencies G weeks before the course. 

Other Information 

Agencies may obtain further information by calling G32-50«H> or code 
101, extension 25636. 
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BASIC STAFFING AND PLACEMENT 
Civil Service Conimis&ion 

A 5- Jay co rsc to be hclJ 4 limes a year at llu* Civil Service 
Com mission. 



Description 

Provides nil overview and basic knowledge of Federal falling and 
placement policies and practices, including recruitment, i>lacement. 
examining, appointment, internal stalling, promotion, placement fol- 
lownp, and program evaluation. 

Who May Attend 

St aHing specialists, GS- f) through 0 (or the eipii valent ) , and other i>cr- 
sonnel specialists as space permits. 



IIoiv To Make Nominations 

CSC nomination forms (Optional Korin ‘>7) should be submitted by 
authorized agency representatives to 1 In* Director, Personnel Manage- 
ment Training Center, Bureau of Training, 1 ,S. Civil Service l * • • n - 
mission, Washington, D.C. Exact course dates, cost, deadline 

dates for receipt of nominations, and dates for continuation of accept- 
ances will l)e listed in individual announcements which will reach 
agencies 0 weeks before t lie course. 



Other Information 

Agencies may obtain further information by calling frki-ofrld or code 
101, extension 25G40, 



PERSONNEL ASSESSMENT AND SELECTION 
Civil Service Commission 

A 3-day course held iwicc a year nt (lie (’ivil Service Commission, 

1900 E St reel NW. 

Description 

Reviews the basic concepts in the assessment of human abilities: 
stresses tlie use^, advantages, and limitations of the several types of 
jiersonnel measurement and appraisal devices, c.g,. supervisory ap- 
praisals, tests, vouchers, interviews, etc.: examines job analysis tech- 
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niques including the job element approach, nml ranking scheme 
techniques involving combining nml weighting measurement results. 

Who May Allend 

Personnel Staffing Specialists GS-5 through 12 (or flic equivalent), 
and other personnel specialists whose responsibilities include staffing. 

How To Make Nominations 

CSC' nomination forms (Optional Form 37) should be submitted by 
authorized agency representatives to The Director, Personnel Manage- 
ment Training Center, Bureau of Training, l \S. Civil Sen ice Com- 
mission, Washington, D.C. *20 11 a. Exact course dates, cost, deadline 
dates for receipt of nominations, and dates for continuation of accept- 
ances will l>e listed in individual announcements which will reach 
agencies 0 weeks before t he course. 

Other Information 

Agencies may obtain further information by calling <532-5030 or code 
101, extension 25636. 

PERSONNEL INTERVIEWING AND COUNSELING: A 
BASIC COURSE 

Civil Service Commission 

A 4-day course lietd 3 times a year at tlic Civil Service Commission, 

1900 E Sired NW. 

Description 

Provides a basic knowledge of the concepts and techniques used in the 
three principal categories of interviewing methods— the employment 
interview, the employe' counseling interview, and the career counsel- 
ing interview (separate segments will bo devoted to interviewing and 
counseling the underutilized and disadvantaged). Participants, when 
in practice workshop sessions, will he assigned according to their in- 
dicated speciality. 

BTio May Attend 

Employees in any professional |>ersonnci specialty grades oil (or the 
equivalent), with significant interviewing, employee counseling, or 
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(Mi reer counseling respons hilities. Stull specialists si ml supervisors 
from other occupat ioual series will lie admit ted us space permits. 

Hoic To Make Nominations 

CSC nomination cards (Optional Form *>V) should he submitted by 
authorized agency representatives to the Director, IVrsoimel Man- 
agement Training Center, Ihireau of Training. C.S. Civil Service 
Commission, Washington, D.C. ifiUlo. Ex act course dates, cost, dead- 
line dates for receipt of nominations, and dates for cnnlhmatiori ol ac- 
ceptances v. ill he listed in individual announcements which will reach 
agencies (i weeks lie fore the course. 

Other Information 

Agencies may obtain further information by calling OJ'g-niWd or code 
101, ext elision £h(>3(>. 



PERSONNEL MANAGEMENT FOR PERSONNEL 

ASSISTANTS 

Civil Service Commission 

A 3-day course lo l>c given 4 lime* p year nl ihe Civil Service 
Coin minion, 1900 E Si reel N\V. 



Description 

Designed to give participants increased knowledge about the Federal 
Personnel System; a broader perspective and deeper understanding 
of the following functional areas of personnel: (1) stalling and place- 
ment, pJ) position da ssilmation, pi) employee-management relations, 
(4) employee development, and (5) and increased knowledge of 1 m?- 
havioral science concepts and application to personnel. 

Mho May Attend 

Employees (IS 4 through S (or the equivalent', who have clerical 
and or technical support or assistance responsibilities in any of the 
personnel functional areas. Those employees will normally he in the 
( t S JUH oceu [>a I ion sei i es. 



Ho i To Make Nominations 

CSC nomination cards (Optional Form should be submitted by 
authorized agency representatives to The Dirx'tor. Pei*sonnel Man- 
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agement Training Center, Bureau of Training C.S. Civil Service 
Commission, Washington, I).(\ 20415. Exact course dates, cost, dead- 
line date& for receipt of nominations, and dates for confirmation of ac- 
ceptances will be listed in individual announcements which will reach 
agencies G weeks before the course. 

Other Information 

Agencies may obtain further information by calling G32-5f>3(> or code 
101, extension 25G3G. 

PERSONNEL STAFFING ASSISTANT FUNCTION 
Civil Service Commission 

A 3‘dfi) course Iietd 6 limes a year al llic Civil Service Commission, 

1900 C Sired NW. 

Description 

Provides knowledge for clerical and technical support personnel in the 
use of the Federal Personnel Manual and qmilifi.-ution standards: in- 
creases understanding of specific, rules, regulations, and procedures 
concerned with recruitment, examination, selection, and placement: 
and examines various employment interview ing techniques. 

Who May Attend 

Employees, GS-I through GS-G {or tlie equivalent), who have 
clerical mul/or techniiMl support or nssistrnt responsibility in the 
personnel stalling function, 

Iloie lo Make Nominations 

CSC nomination forms (Optional Form 37) should l>e submitted by 
authorized agency represent at ires to The Director, Personnel Man- 
agement Training ('enter, Bureau of Training, C.S Civil Service 
Commission, Washington, D.C. ^0415. Exact course dates, cost, dead- 
line dates for receipt oJ nominations, and dates for cordin' • "Bon of 
acreptr.r.res will l k listed in individual announcements whicli will 
reach pgeiiciesG weeks before the course. 

Other Information 



Agencies may obtain further information by calling G32-5G3G or code 
101, extension 25G3G. 
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TRAINING INSTITUTE FOR RECRUITERS 

Civil Service Commission 

A 3-day course Field annually al the Civil Service Commission, 

1900 if Street NAY, 

Description 

Stresses recruiting methods and techniques, with emphasis on recruit* 
ment at colleges and universities. Covers M\e roev.utmg roles of the 
Commission, agencies, and Federal recruiters j authorities for recruit- 
ing and flexibilities under the merit system; determining long and 
short term man power requirements; and techniques of interviewing, 
combined with practice interview sessions. 



Who May Attend 

This com sc is designed primarily for new Federal recruiters, who 
plan to devote either part-time or full-time to recruitment activities 

Iloic To Make Nominations 

CSC nomination cards (Optional Form 37) should he submitted by 
authorized agency representatives to The Director, Personnel Man- 
agement Training Center, Mu re an of Training, IS. ( >vil Service 
Commission, Washington, D.C. 20115, Exact course dates, e .st, dead- 
line dates for receipt of nominations, i nd dates for confirmation of ac- 
ceptances will he listed in individual announcements which will reach 
agencies (> weeks before the course. 

Other Information 

Agencies may obtain further information by calling 032-5030 or code 
101, extension 25030. 
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Program Analysis 



ACCRUAL ACCOUNTING WORKSHOP 



Civil Service Commission 

A 5-day program ofTVred once a <|u:irlor in Wadiinplon, I).C, and 
inlcrmittcnlly in major t'ilio in 'Hr t nited Staler. 

Description 

Tin’s projrrrm was developed in conjunction with the fioiiornl Account- 
ing Olliiv to facilitate Hie nndorstamlinjr, a<veptunce,und use of accrual 
ivcouutinir systems for management purposes. An understanding of 
the. basic principles mul concepts is stressed. With this knowledge, a 
program manager. administrator, or a stall nllicer will appreciate the 
lienefits which can he derived from an accural mounting systems, and 
the advantages Mich systems otter to sound management, ('lassos con- 
sist of lert n res, group discussions, and problem-solving. All examples 
and cases will Ik* drawn from the public sector. 

Who May Attend 

Nominees should he in the middle or upper levels of management, and 
hold positions where- an understanding of financial information will 
enhance their performance. This course is primarily for part i<*i pant s 
with financial or managerial experience. It deals largely with account- 
ing concepts rather than procedure s. Participants seekiiur t rui ninir in 
accural .accounting procedures should consider two alternative courses 
olTeicd by the Civil Service ('oniTuission : 

(tormtwnifai fttwkkrr/uitq ant Accountintf a five-day element- 
ary course for participants with little or no prior knowledge of 
bookkeeping or account ‘ng. 

Accural Accounting Procedures lit Fohval Af/encic. s — a three- 
day workshop covering those act ..anting procedures peculiar to 
(Jovomment operations, for those whose past accounting twinri- 
enre. or training has been in the private sector. 

The Management Sciences Training Outer stall - may he contacted at 
(area code 20*2) d:>2 Ti(>oO. or ('ode |o|„ extension 2a loo for further 
information in determining the most suitable course. 

Uoic To Moke Nominations 

Authorized agency officials should complete Nominat ion-Kegis t rat’on 
for Training (Optional form -IT) for each nominee. Nominations for 
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those wishing to attend t3 e. courses in 'iVashington, D,0. should be 
submitted to the nearest U.S. Civil Service, Commission Regional 
Training Center. 

Other Information 

Detailed announcements will be published well in advance of each 
course offering. Further inioimntion may be. obtained by telephoning 
632-5600, or code 101. extension 25000. 



BASIC DATA ANALYSIS 

Civil Service Commission 

A 3-day program conducted 4 line's a year in Washington, T>.C» 



Description 

Tills course is designed to ; ( 1 ) prepare participants for quantitatively 
oriented and technical courses; (2) provide a review of basic mathe- 
matics; and (3) provide, an understanding of the need for quantifica- 
tion and of the world of numbers, included in the subject matter w.il 
be : quantification : language of sets (a part of the “new ninth*’) : basic 
a] genrnic operations; mathematical notation; notation of a function; 
and an introduction to mathematical models and sampling. 

Wh o May Attend 

This course is intended for Federal, State, and local government ofli- 
eials who are involved in program nianngemein or analysis, who need 
a review of basic mathematics, and who arc considering rce.rsr work in 
other analytic techniques such as linear prognu ling, statistics, or 
regression analyses. There arc no grade level restrictions. 

Hoic To Make Nominations 

Nominations should be submitted to 1 1 ie Managem?nt Scie i tc. Train- 
ing Center, Bti \ui of Training, V ►>. Civil Service Commission. 1000 
Vs Street NW-, V asliington, D.C. 20115. Nomination-Registration for 
Training forms (Optional form 37) must be completed for each 
nominee. 

Other Information 

Further information may l>e obtained by telephoning 032-5600, or 
code 10), extension 25000. 
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COIl RELATION AND REGRESSION ANALYSIS 
Civil Service Commission 

\ 5-day piogram conducted 3 limes « jear in Washington. D.C. 

Description 

TIi is rom-se is designed tn enable ;iii analyst’ n,* program nuuin^rer to: 
(1) recognize problems that cuu be analyzed by correlation and re- 
gression analysis' (’2) understand tie computational methods in- 
volved: (;1) formulated problems in eonvei form for soluliou; and 
(4) compute solutions to formulated problems. 

Wh o M ay Attend 

This course is intended fo» Federab State, and local government ofli- 
rials who nr& involved in M*o<nnn management or anah is There ere 
no jrrade level rest rations. However* nominees should have some 
knowledge of basie al^elna and mathematical notation. If the nominee 
docs not have this knowledge, the Civil Service Commission pro ivies 
a three -day review course. Um*c Dot a A mtlyxi*. 

Uotc To Make Nominations 

Nominations should he submitted to the Management Sciences Train- 
ing Center, Bureau of Training I’.S. ( ” i v ? I Service Commission, 1 5100 
K Street X\V., tVnsbinjjton, I).C. 20115. Xomiiiation-h'cLn^tratiou for 
Training forms {Optional form 37} must be completed for each 
nominee. 

Other Information 

Further information may be obtained by telephoning CV2 5(>00, oi 
code 101, extension 25000. 



Civil Service Commission 

A 5-day program conducted 7 limes n >car in \\ ndihigton, I\C. 

A similar program i •* ofTrrod in the San Krmicoco, Si. Ixmi«, 
and Atlanta C.iv il Service t«imni»ton Hrgion«. 

Description 

This course is designed to provide instruction in the Iiumc> of ro-t 
benefit analysis, with a maximum amount of participation in actual 
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analysis and a minimum amount of philosophy consistent "'it li under- 
standing. There will be several case exercises taking up alxmt half 
the course workshop. Topics to Ik? covered are : the setting for analysis : 
problem forinuhition and systems identification; tl e process of analy- 
sis; eriticra problems and output measures; model building and use,* 
present value, discounting, and other time problems in analysis: cost 
and benefit identification and calculation: s»andards for reviewing 
analysis; and the economics of puVic program analysis. 

Who May Attend 

This course ic intended for Federal, State, and local government offi- 
cials who arc: (1) lx*ginners in actual anal>cis involving cost benefit 
calculations: (*2) managers for whom a working knowledge of the 
techniques of analysis is important: (3) program element managers: 
and (4) those who review co4 -benefit studies. There a»c no grade 
level restrictions ; however, nominees at ( iS f 1 and Ivlow (or the equiv- 
alent ) will be considered on an individual basis. A special version 
of this Workshop is gh*on in August for new govermuoiF employees. 

How To Make A r o*im .ations 

Nominations should lx* submitted to The Management Sciences Train- 
ing Center, Ihirenu of Training, F.S. CivM Sei vice Commission, 1SKW) 
K Street XW., Washington, IJ.(\ £0115. Nonui.alion-Kegisiint ion for 
Training forms (Optional form 3T) must be completed for each 
nominee. 

Other Information 

Further information may lx* obtained by telephoning (W2-5G00, or 
ecxle KM, extension lF>f>()0. Contact regional training institutes for 
information about tlieir programs. 

COST ESTIMATING TECHNIQUES 
Civil Service Commisf Ion 

A 5-dn> program conducted 4 limes a >car in Washington, I).C* 
Description 

This course is designed to enable managers to develop n good under- 
standing of the techniques that are used in determining costs of future 
programs. It will provide practical methcxls for problem identification 
and insights into the application of cost projection techniques. The 
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coulee will also introduce the concepts and methods concerned with 
identifying the true level of past, present, and future costs for such 
purposes as budgets, estimates of eost-to-complete programs, mill j - 
power needs, operating performance, and control of snhcont. acted 
activities. 

Who May Attend 

This program is intended for Federal. State, and local government 
oilicials wlio a iv in positions responsible for or influencing manatre- 
ment decisions. There are no jjp ade level restrictions. 

How To Make Nominations 

Xominations should ho submitted to The Management Sciences Traui- 
i n^r ('enter. Bureau of Training, T.S. Civil Service Commission. 1 5 H >0 
K Street XW„ Washington, I).(\ ^Ollo. Xoniination- Resist rat ion for 
Training forms (Optional form 37) must he completed for each 
nominee. 

Other Information 

Further information may he obtained by telephoning 032 -f>f»0ft, or 
% ode 101 , extension 25000. 



DISCOUNT RATES AND PROCEDURES 
Civil Service Commission 

A 1-dav program concluded 3 limes a >onr in Wndiinplon, D.r, 
A similar program is offered in llic San Kuituisro Cm I Service 
Commission Region. 



Description 

Tiiis course is designed > achieve the* foliov. in cr objectives: (1) to 
explain why discounting is a reasonable approach to analyzing future 
prom am costs and licncfits; (2) to provide instruction on low to do 
it; and (3) to joiide participi .its through actual practice problems 
and a rase study. Participants will feel competent lo carry out the pro- 
visions of Office of Management and Ihidjrcl Circular A 'dr and to 
know when to use discounting generally in the planning, projrra min^r, 
and budget ing process. 



198 



214 



Who May All end 

This program is intended Tor Federal, State, and local government 
officials involved in program analysis, budget analysis, management: 
analysis, planning, or management of a public program. There are no 
grade level restrictions. 

lloic To Make Nominations 

Nominations should be uibmitted to The- Management Sciences Train- 
ing ("enter. Bureau of Training, l\S. Civil Service Commission, lh <k O 
E Street NW,, Washington 1).(\ ^(>115. Xominution-Kegist ration for 
Training forms 'Optional form 37) must Ik* completed for eatli 
nominee. 

Other information 

Furtherinfonnat ion may be obtained by telephoning 03 * 2 - 5001 ), or 
code 101, extension *25000. Contact the regional training institute 
for i n formation about this progra m. 



ECONOMIC INVESTMENT ANALYSIS 
Civil Service Commission 

A 4»dny course offered Iwicc a quarter in Washington, D.C. A 
similar program will be offered b> llic Si. Ix>ui$ and San Fran- 
cisco Regional Training Institutes. 

Description 

This program covers the major elements involved in economic invest- 
ment analysis of Department of Defense projects. Lectures, case 
studies, and discussion groups cover such topics as: discounted cash 
flow, cost, analysis, treatment of inflation and uncertainty, decision 
criteria, and preparation and presentation of economic investment 
analysis. Although cases and examples are drawn from Defense, the 
ptinciples and techniques arc appli able to all government programs 
using economic analysis. 

Who May Attend 

Participation is open to civilian and military personnel in the middle 
or upper levels of management, administration, or budget ing in 
government. 
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Ilaic To Make Nominations 



Authorized agency representatives should submit a Nomination 
Registration for Training form (Optional form o7) fur each nominee 
to the Management Sciences Training Center. I'.S. Civil Service 
Commission, Washington, l).(\ Vcccpted nominations will l >o 

confirmed in advance of eat *h sosmuii. 

Other Information 

Announcements with more detailed information will he sent G> all 
agencies well in advance of the program. Further information may he 
o! Gained hy calling area mle ifd^. Udii-aUrU or IDs rode lOl-^rwon. 
Contact the regional training institute for information on their 
programs. 



A futl a<jdcr» T ic year program conducted al six major univem- 
lic? — ilu* Universal) sf Calif „vnia al Irvine, Harvard l'iiivcoily, 

P )ivwily of Maryland, Ma.K<iad>u.«rtt.« Institute of Technology, 

UnncrMly of Michigan, and Stanford University. 

Description 

This course is designed to develop analysts and provide systems anal- 
ysis capability for public program analysis. A typical onursi of study 
includes microeconomics, quantitative methods, public expenditure 
theory , and operations research. Additional workshops and seminars 
ale offered which have specific substantive fonts, and opportunities 
are provided to select electives from a wide variety of university 
offerings. 

F Who f ^ Attend 

]‘li is program is intended for Federal. State, and local government 
nflieials, generally in grade levels (iX [> through (IS-Ilt or equivalent. 
Nominations shouhl he limited to persons who are being developed 
to make a contribution to systems min lysis in their department or 
agency. Nominees generally should have: ( 1) a bachelor's degree fiom 
an accredited college or university; (2) an academic average of H or 
better; and (3) haw taken t lie Graduate Record Examination, the 
.Miller Analogies Test, or the Admission Test for Graduate Study in 
llusimvs. 



EDUCATIONAL PROGRAM IN SYSTEMS ANALYSIS 
Civil Service Commission 
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}{oic To Make Nominations 



Nominations should ho submitted to the Management Sciences Train- 
ing renter, liureau of Training, U.S. Civil Service Commission, 1000 
K Street N\Y,, Washington, D.C. 2iU15. Nomination- Resist ration 
for Training forms (Optional form H7) must he submitted for each 
nominee, along) with all college /university transcripts, an agency rcc- 
onmiendat ion. and a test score. A deadline early in February is usually 
imposed for receipt of nominations. 

Other Information 

Further information can be obtained from: agency training; offi’ers; 
the ('Si 1 publication "Educational Program in Systems Analysis/' 
or the Management Sciences Training Outer, area code 202, 032-5000, 
or IDS code 101, extension 25000. 



Civil Service Commission 

A 5‘day program conducted 5 limes a year in Wadunplcm, D.C. 

Description 

Tins course is designed to help anyone concerned with agency plan- 
ning take an informed, active approach to making current decisions 
which have significant ejects on the agency's fiituzv. Planners and 
progiam managers will Income aware of, familiar with, and comfort- 
able working with a few basic planning techniques. Topics to he 
covered are : planning for the Federal system, the. agency charter, in- 
volving top management, problem formulation, forecasting, and tying 
planning with budgeting a;nl action. 

Who May Attend 

This course is intended for Federal, state, and local government offi- 
cials who are involved in progir.m management, analysis, or equiva- 
lent rank in other pay systems. Lower grade employees will lx? 
considered if the nomination is accompanied by a justification. 

How To Make Nominations 

Nominations should be submitted to the Management Sciences Train- 
ing Center, Hn twin of Training (Mail Point 7II'U)), U.S. Civil Service 
Commission, 190! E Street N\\\, Washington, D.C. *20115. Nomina- 
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tinn-Rrjrist ration for Training forms (Optional Form I>7) must be 
completed for each Federal nominee. An appropriate letter is accepta- 
ble for ether nominees which must include a billing address. 

OtJier Ittforrnation 

Further information may he obtained by telephoning area code 202, 
ti-Vj-fiOOO or IDS code 101>e.dcr: ion 25000. 



Civil Service Commission 

A 2-cl;iy seminar lo he li eld tvsioe > ear at the (livil Service Con,- 
nih«.ion, 1000 K Si reel N\V. 

Description 

This seminar is specifically designed !is a tivlnrques oriented program 
for executives already familiar with flie broad concepts of Operations 
Research /Systems Analysis. It is intended as a followup program to 
the course entitled Systems Analysis for (Government () pern t ions. The 
major technique classes to be covered are : {a) matliemat ieal program* 
iiijLT I (?>) probability techniques: (V) simulation models: and j//) net- 
working. The east study methods will he used extensively to explore 
the. mathematical daCsfical calculations involved in each technique, 

IT ho May Alton l 

This projjrmn is intended for career executives, (ISM and above or 
equivalent. 

Hoic To Make iS'otninations 

Nomination* should be submitted to the Maua^Ci.iciit S<'iences Train- 
ing Venter, Rn.vau of Training, F.S. Civil Service Commission. 1000 
K Street N1V., "Wr shin "tor, D.C. 2<M5. Xoiniiiatinn-Kcjristi ation for 
Training form; (Optional form *17) mud be completed for each 
nominee. 

Other Information 

Detailed announcements will be published .u*H in advance of each 
seminarotferin^. Further informal inn may be obtained bv1e1ephomn<r 
men (“ode 2U2, bd2- -5000, or IDS c<xle 101, extension 2.V10O. 



EXECUTIVE WORKSHOP IN OPERATIONS 
RKSEAIU :H TEC UNIQUES 
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INTRODUCTION TO VALUE ANALYSIS 
Civil Service Commission 

A 3-day program ronducted 4 times a year in Washington, D.C. 
Description 

This course provides an introduction to the concept of valor analysis 
as applied to management systems and social services. Value analysis 
identities the function of a system, establishes a value for it, and en- 
deavors to provide that function at lowest cost. Course content includes 
the theory of value analysis, where it can be applied, and the phases of 
a value analysis project. Case studies are used to demonstrate value 
analysis. 

W ho May Attend 

This course is especially intended for management analysts, admin- 
istrators, budget examiners, personnel specialists, industrial engineers, 
suj)ot' visors of work-producing units and others concerned with oili- 
cient and effective program management at the Federal, state and local 
level of government. Nominations of personnel at GS (i or below (or 
equivalent) must be accompanied by a justification for attendance. 

How To Make Nominations 

Nominations should be submitted to the Management Sciences Train- 
ing Outer (Mail Point 7FF39), Humic of Training; V.S. Civil Service 
Commission, ISM >0 K .Street X\\\, Washington. 1U\ Nomina- 

tion-Registration for Training forms (Optional horni *17) must be 
completed for each Federal nominee. An appropriate letter is accept- 
able for other nominees which must include a billing uddivss. 

Other Information 

Further information may be obtained by telephoning area code 2**2, 
fi3J-jb00or I DS code 10l,exten ''on2.7(i<Uh 



LINEAR PROGRAMING 
Civil Service Commission 

A 5-day program conducted 3 limes a year in Washington, D.C. 

Description 

This course is designed to enable an analyst or program manager to: 
(1) recognize problems 'nr.t can 1k,‘ solved by linear programing; (2) 



21,9 



203 



understand the ideas of • incar programing: (4) formulate proldoms 
in correct form for solution: and (4) obtain solutions to pmbbr >, 
usually through the use of standard computer programs readily j vail- 
aide for all government compute) s. 

Who May Attend 

This course is intended for Federal. State, and local government nlli- 
cials who are involved in program manag uncut or analysis. The**: 1 are 
no grade level rest) ict ions. Ilnweviv, nominees should have some 
knowledge of base* algebra and mathematical notation. If the nominee 
does not have (his knowledge, the Civil Service Commission provides 
a three-day review course, Untie }>nto « 1 t/alt/sit. 

Hotc To Make Nominations 

Nominations should be submitted to the Management Sciences Train- 
ing Center. Bureau of Training. IS. Civil Seivirc Commission. I non 
Yj Street XWb, Washington. D.C. 20115. Nomination-Registration for 
Training forms (Optional form 47) must be complete! for each 
nominee. 

Other Information 

Further information limy he obtained by telephoning area code 202. 
042 -5000, or I IXS code 101 . extension 25000. 

MANAGEMENT ANALYSIS AND REVIEW 
Civil Service Commission 

A 5 -day prop rani cundurlcd 5 lime*- a year in Wadiinglon, D.C. 

Descript .* »n 

This program is a basic introduction to the management analysis 
function. It gives the new aihily.d a firm foundation in the management 
analysis cycle from planning a * ai ageincnt ana lysis study to the rej oi f 
and evaluation of installed management systems. Classroom experience 
in management analysis is provided tot ie participant *hi t mgh a multi- 
phase case study, 

R7io May Attend 

Xcw management analysts, those Iving 1 earned for management analy- 
sis positions, supervisors and managers who deal with muivig. ment 
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analysts, f.nd others interested In improved efficiency of management 
systems are eligible to participate. StiPo and local government analyses 
ai*e also invited and encouraged to attend, There are no grad? level 
restrictions. 

lioic To Make Nominations 

Nominations should Ik? submitted to the Management Sciences brain- 
ing Center, H; *eau of Training’ { Mail Point 7H39) , U.S. Civil Service 
Commission, 11 ') E Street N\V„ Washington, T).C. *20115. Nomination- 
Registration for Training forms (Optional Form 37) must be com- 
pleted for each Federal nominee. An appropriate letter is acceptable 
for other nominees, which must contain a billing address. 

Other Information 

Further information may he obtained by telephoning area code 20*2. 
032-5000, or IDS code 101, extension 25000. 

NETWORK TECHNIQUES FOR PROJECT 
MANAGEMENT 

Civil Service Commission 

A 3-day |riogram conducted 4 limes a year in Y?a*hinglon, I).C. 

Description 

This course provides a pra.i^d knowledge of the use of networking 
techniques in the management of projects, after a brief presentation 
on the theory of networking (Program Evaluation and Review Tech- 
niques, ’ml Critical Path Method). Topics to be covered will lie the 
use of networks in project planning, resource allocation, control and 
the use of computers. Case studies will supplement the lecture periods. 

IF/io May Attend 

This course is desigmed for project managers, management analysts, 
program analysts, and others who are requited to plan and administer 
special projects. No grade restrictions are enforced except that the 
nominations of employees at GS-l> and below must !*» accompanied 
by a justification. Federal, state, and local employees are eligible. 

How To Make Nomination* 

Nominations should lx? submitted to the Management Sciences Train- 
ing Center (Mail Point 71130), Rureau of naming, V. S. Civil Ser- 
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vice Commission, 1000 E Street NW., Washington, I).C. *20415. Xomi- 
natuv -Registration for Training forms ( C)j >t ioi ml Form 37) nuist.be 
completed for each Federal nominee. An appropriate letter is accept- 
able for other nominees which must include a billing address. 

Other Information 

Further information may be obtained by telephoning area code 202, 
(5-V2-5G1 K) or IDS (axle 101, extension 25000. 



Operations Research 



OPERATIONS RESEARCH ORIENTATION 
Civil Service Commission 

A 3-Jay program lo tie conducted in ihc fall 1971 an<! spring 
1972 at the Cml Service Conmission, 1900 E Street j\\V. A 
similar program is conducted by tlie San Francisro Civil Service 
Commission Region, 

Description 

Tliis. program is designed to provide n general overview of the classes 
of techniques of analysis known as Operations Research /Systems 
Analysis. Emphasis will he placed upon the role of tlie analyst in sup- 
porting management decision making through quantitative analyses. 
Subjects to be discussed will include; basic concept of operations re- 
search; methodology used; and principal and commonly used tech- 
niques of Operations Research /Systems Analysis. Knowledgeable and 
experienced practitioners from government, industry, and universities 
will constitute the faculty for this program. At the conclusion of the 
orientation, participants should be able to: (1) appreciate more fully 
the role of quantitative analysis as an information-producing set of 
techniques; (2) understand the major steps involved in f hc applica- 
tion of methods and techniques: (3) recognize more clearly the ro Tr s 
of individuals responsible for contributing informational inputs to 
management: and (4) communicate more clTet lively through an in- 
creased knowledge of terminology and meanings. A followup pro- 
gram, Techniques and Methods of Operations Research Workshop, is 
offered for those persons seeking more detailed understanding of the 
mathematical-statistical elements involved. 
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Who May Attend 

This program ’s open to career Government- employees, GS-9 mid 
above or equivalent-. It is particularly directed at poisons whoso pres- 
ent or projected assignments require a broad conci-ptua 1 n ledge 
of operations research and related quantitative appro: *. . 

Ilojc To Make Nominations 

Nominations should be submitted to the Management- Sciences Train- 
ing Center, Bureau of Training, l T .S. Civil Service Commission, 1900 
E Street NW., Washington, D.O. 20115. Koininnt ion- Registration for 
Training forms (Optional form -17) must be completed for each 
nominee. 

Other Information 

Further information may be obtained by telephoning area code 202, 
032-5000, or IDS code 101, extension 25000. Contact regional training 
institutes for information about their programs. 



PLANNING, PROGRAMMING, BUDGETING 
SEMINAR 

Civil Service Commission 

A 2-wcek program conducted 3 limes a year in Washington, D.C. 

A similar program is offered in the San Francisco Civil Service 
Commission Region. 

Description 

This course is designed to achieve three essential objectives: (1) to 
provide participants with a working knowledge of the structure and 
fundi .ling of the Planning, Progni. im.ug, and Budgeting system 
as set forth in Office of Management and Budget bulletins, and with 
knowledge of the experience gained by agencies through efforts at im- 
plementation ; (2) to provide participants with a grasp of the under- 
lying economic base for program budgeting and with an understand* 
ing of the essentials of program evaluation and planning; and (3) to 
introduce participants to sophisticated quantitative approaches to 
management planning and control, improving their ability to com- 
municate in elligently with professional analysts. 
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Who May Attend 

This seminar is intended for: (1) those directly involved in PPB 
operations such as program and budget people, and (2) those line and 
stall' managers at upper and middle levels who will he using the sys- 
tem as an aid to derision making. Part ieipat ion is op* 11 to Federal, 
State, and h^ al government officials. Experience indieates thrd the 
course is mruv valuable for those individuals who have experience with 
policy k vel management decisions. 

Iloic To Make Xonitnatious 

Nominations should he submitted hy authorized agemy represent a- 
tbixs to: Management Sciences Training (enter, Bureau of Training, 
I’.S. Civil Service Con, mission, 1000 I* Street NW., Washington, D.O. 
20415. Nomination-Registration for Training forms (Optional form 
•IT) must he submitted for each nominee. The residence requirement is 
mandatory for all participants. The Civil Service Commission will 
announce training site locations in time for accommodation arrange- 
ments to Ik?, made. 

Other fn/ormo'ion 

Further information may he- obtained by telephoning area code 202, 
(VJ2- 5(500, or IDS code* 101, extension 25000. Contact the regional train- 
ing institutes for information about its program. 

RANDOM SAMPLING IN GOVERNMENT 
OPERATIONS 

Civil Service Commission 

A 3-dav program offered 4 limes per jear al flic Cnil Service 
Commission, Wadiinglon, D.C. 

Description 

This program is designed primarily to increase appreciation for prac- 
tical usesof ramh ui sampling in the wide variety of government opera- 
tions in which examination of large innsse> of data would he an insur- 
mountable task and unnecessary for obtaining accurate and re 1 i able 
meanings. Although basic statistical methods will he covered, prim* 
knowledge of statistical science will not Ik* a prerequisite for attend- 
ance. Emphasis will he placed on broad understanding, ratlin than 
on detailed technical treatment of the subject. It will seek to provide: 
(1) familiarity with techniques; (2) appreciation for the advantages 
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and uses < f random sampling; ami ( d) a reflective environment in 
whirl) to discuss applications of these techniques to government opera- 
tions. Toj)ical areas covered will include basic principles of sampling, 
sampling as a short cut to fact finding, estimating from samples, and 
praetical government applications of random sampling techniques. 

T7io May Attend 

Tills program is open to any career employee who in the course of as- 
signed responsibilities would benefit from a familiarity whii and ap- 
preciation for random sampling as a means for obtaining useful in- 
formation. It is recommended in particular for eontniet officers, man- 
agement analysts, financial managers, personnel specialists, and other 
professionals who are users of statist ieal products. 

IIoic To Make Nominations 

Nominations should be submitted to t he Management Sciences Train- 
ing Center, Hnreau of Training. l\S, Civil Service (Commission, 1W)0 
K Street MV., Washington, I).(\ 2(UU>. Nominal inn-Kegist rat ion for 
Training forms (Optional form *17) must he completed for each 
nominee. 

Other Information 

Announcements with more detailed information will he scut to all 
agencies well in advance of the program. Further information may 
be obtained by telephoning area code 20*2, <132-5000, or IDS code 101, 
extension 25000. 



STATISTICAL SC1KNCK FOR ANALYSIS 
Civil Service Commission 

A 3-day program to bo conducted two time* per year at llie Civil 
Service Commission, 1900 E Slrcct NW. 



Description 

This broad survey course is designed to examine basic principles, un- 
derlying logic, and practical mes of statistical science for analysis 
Particular attention will lx 1 focused on: (f/) Quantification of prob- 
lems; (b) probability and risk; (r) sampling; (7) quality control; 
and (r) correlation and analysis. A combination of lecture and case 
method approach will be used to relate theory to real world 
applications. 
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Who May Attend 

This program is primarily intended for newly assigned analysts, GS-9 
and above, or equivalent, whose work assignment (current or antici- 
pated) involves the use of statistics and who are seeking a practical 
review of fundamentals. 

Ifotc To Make Nominations 

Nominations should be submitted to the Management Sciences Train 
ing Center. lliirean of Training, C.S. Civil Service Commission, 1900 
E Street N\\\, Washington, I).(\ 20415. Nomination-registration for 
training forms (Optional Form 37) must bo completed for each 
nominee. 

Other Information 

Flirt nor information may be obtained by telephoning area code 202, 
032-5000, or 1 1XS code 101, extension 25GOO. 



SYSTEMS ANALYSIS FOR GOVERNMENT 
OPERATIONS 

Civil Service Commission 

A 3-day program conducted 10 limes a year in Washingion, D.C. 

A similar program is offered in ihc Son Francisco and Phila- 
delphia Civil Service Commission regions. 

Description 

This course is designed to accomplish the following objectives for par- 
ticipants: (1) Improve their understanding of systems analysis and 
its application: (2) emiblc participants to better identify agency prob- 
lems susceptible to analysis; (3) improve their knowledge of the 
various analytic techniques; (4) to Ik* able to deal elfei tively with ques- 
tions regarding both t lie usefulness and limitations of analysis in their 
agencies; i nd (ft) to acquire sufficient background to enable partici- 
pants to expand their knowledge further through outside reading. 

Who May Attend 

This program is intended for managers, stall professionals, adminis- 
trators, and others who want to better uudei*stand nrnl use* systematic 
approaches to the problems of their agencies or who work with those 
using systems analysis. Attendance is limited to Federal, >Statc, and 
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local government employees at the GS-12 level and above (or the 
equivalents) . 

jlotc To Make Nominations 

Nominations should l>c. submitted to the. Management Sciences Train- 
ing Center, Bureau of Training, ILS. Civil Service, Commission, 15>tKl 
K Street NW., Washington. D.C. 20415. Xominatiou-registration for 
training forms (Optional bonn -L) must be completed for each 
nominee. 

Other Information 

Further information may be obtained by telephoning area code 202, 
(>3:2-5600, or IDS code 101, ‘xteusion 25000. Contact regional training 
institutes for information about their programs. 



TECHNIQUES AND METHODS OF OPERATIONS 
RESEARCH WORKSHOP 
Civil Service Commission 

A 4-day program :o be held 4 limes per j ear in "V^adiingion, R.C. 

The program consists of two 2-day sessions to be held during 2 con- 
secutive VTCirk*. 

Description 

TJie objective of tikis program is to increase practical understa.idmg 
of such basic operations rescaivli techniques as; inventory ti-tvi'y, 
replacement theory, queueing theory, simulation, ro: t -benefit anaBr-is, 
linear and dynamic programming. and game theory. Lectures, case 
studies, group discussion, and challenging 1 tome work assignments will 
l>o used extensively throughout (lie conduct of tikis workshop. 1 pon 
completion of the program, the participant should be aide to: (1) 
recognize more readily the type and range of operational problems 
amenable, to mathematical approaches: (2) understand more fully 
the mathematical rules and computational logic employed by Opera- 
tions Research analysts; and (-1) appreciate more comprehensively the 
various methods used for recording and analyzing data in mathemati- 
cal problem solving. The p nigrum is intended as a more detailed treat- 
ment of analytic techniques covered in such general pi jrams as the 
Operations Research Orientation and General Orientation in Program 
Evaluation. 
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Who M&f Attend 

This program is open to Federal, State, and local government em- 
ployees. It is particularly directed at persons who perform or will per- 
form quantitative analyses of operations problems for management, or 
who aio resjxmsiblo for the supervision of such efforts. I'he program 
presumes familiarity with operations ivseuivh concepts and a technical 
orientation on the pari cf the participant. An understanding of basic 
algebra is essential to effective pa it ici pat ion and unde standing of 
])ractical exercises. If the nominee does not have this knowledge, the 
Civil Service Commission provides a three-day review course, Ikisio 
l>ata Analysis. 

How To Make Nominations 

Nominations should be submitted to th<» Management Sciences Train- 
ing Center. Uurtr u of Training, l T .S. Civil Service Commission, 1000 
E Street NW., Washington, I).C. ’20415, Nomination-Registration for 
Traiiiing forms (Optional fonu .*17) must be completed for each 
nominee. 

Other Information 

Further information may be obtained by telephoning area cods 202, 
G32-5G00, or IDS code 101, extension 25G00. 



WORKFORCE ESTIMATING 
Civil Service Commission 

A 3-da> program conducted 8 limes a year in Vadiinelnn, D.C. 
A similar program is offered by the Sun I'ronri^ro and Phila- 
delphia Civil Service ('omtni»»ioti Itegion*. 



Description 

TJiis course discnsso:; work measurement and estimating techniques 
with emphasis oil a statistical e^thuwing technique recommended In 
the (Mice of Management and Jiudget — multiple regression analysis. 
Participants will be mad- acquainted with various work measuring 
techniques so that those techniques U*sf suited for their agencies can 
he identified and implemented. To meet the minimum wpiirements of 
the Oftlco of Management and Hrnlget, part ieipunts will 1* tmight to 
understand, utilize, and interpret results of regression analysis in 
manpower ami workload estimation, rather than the me'lianies of how 
to program or set up the analytical data. 
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Who May Attend 

This course is intended for ill! budgeting, administrative, :md man- 
agement personnel involved in agency budget estimation, preparation, 
analysis, or justification. There are no grade level test notions and 
participation is open to a 1 ! Federal* State, and local government offi- 
cials. Participants are expected to be acquainted with basis statistical 
techniques, hut need not be statisticians. 

Hoic To Ufake Nominations 

Nominations should be submitted to tin* Management Sciences Train- 
ing (’enter, Bureau of Training, I T ,S. ( ivil Service Commission, 1000 
E Street XAV., AVashington, I>.(\ 204 lf>. Nomination-Registration for 
Tr aining forms (Optional form 07) must he completed for each 
nominee, 

Other Information 

Further information may be. obtained by telephoning area rode '20-2, 
(VI 2- a 000. or \ I)S code 101, extension 2uf>00. Contact regional training 
institutes for information about their programs. 



CONTRACTING BY FORMAL ADVERTISING 

Ceneral Services Administration 

A S-day program, M-Iiodulrd periodically irt Arlingion, Va- t and 
in oilier centers o f Federal population. 

Description 

Basic Cioverninent pnwurement law provides that all contracts for 
property and services, with certain stilted exceptions, be made by 
formal advertising. This course will assist Federal agencies to: (1) 
Procure personal property and noupersoua: si rvi.es (including con- 
struction) by use of the formal advertising method. (2) standardize 
formal advertising procedures, (3) improve relai ionships between 
contracting offices and contractors, and (I) comply with legal and 
regulatory requirements. The course is based primarily on Federal 
Procurement Regulations (FPK), which an* generally compatible 
with tlu* Armed Services Procurement Regulations ( .\ S PK ) . Major 
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topics to be covered ait*: Prepa ration of invitation-prescribed and op- 
tiond forms and “tailoring" tin? invitation . publicizing the invi- 
tation — mailing. public display, newspaper advertising, and Depart- 
ment of Commerce synopsis; submission of bids responsiveness, late 
bids, injections, and mistakes; awarding the contract — responsible 
prospective contractor, discounts, equal low bids, and progressive 
awards. 

Case studies and discussion will focus attention on recurring prob- 
lems and furnish assistance in preventing or resolving sticb problems. 
Special emphasis will be devoted to situations involving late bids, re- 
sponsiveness of bids and mistakes in bids. 

Who May Attend 

Tliis course is designed for Federal employees in procurement posi- 
tions 01 * in training for procurement positions. Personnel who have 
taken the OS A course in Small Purchases will find that this course- 
will broaden their procurement- skills. Participation is open to em- 
ployees in grades GS-T and above, or equivalent. 



flow f > Make Nominations 

Nominations should be submitted through agency employee develop- 
ment- officers to the Director, Training Division ( HPT), Ceneral Ser- 
vices Administ nit ion, Washington, D.C. 20405, using Optional form 
37 (Hew), Nomination for Interagency Training. A brief description 
of the nominees duties should be included in item 11 of the OF 37. 

Other /n/or«m/ion 

No co:t to agencies. Sjxxilic didos and locations will 1>o announced. 
Agent ies may obtain additional information by calling area code *202, 
343-7081, or code 183, extension 7081. 



CONTRACT LIAISON FOR THE SCIENTIST AND 
ENGINEER 

Civil Service Commission 

A 3*da/ program offered a* needed al ll.r Civil Service* Commit- 
fion, 1^00 E Streel IVW. 

Description 

Substantial controversies measuring into mnltiinillion dollars yearly 
result from an inadequate knowledge of government procurement pvoe- 
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esses which in turn result in a lack of adequate coordination amonjr 
scientists, their emit ractinjr uflicers and the contractors. This program 
is designed to allow the scicnt ists or engineer who is responsible for the 
tec]inii*al aspects of a contract to better communicate with liis organi- 
zation's contracting officer through improved understanding of con- 
tracts and contract itijr. Topics to he discussed include: procurement 
re>po?i>ihilil v and authority as it pertains to laws and implementa- 
tions, tin* contracting oftuer and his representatives, the principal of 
agency and the technical role. The procurement process which includes 
program planning and funding authorities; the request for proposal 
{scope of work purposes, content, and impact); ami miscellaneous 
matters of concern such as competition vs sole source, evaluation of 
proposal, approval and determinations re<piired. ami tie character - 
hties of a contract ; the award and omjroin^r process including techni- 
cal surveillance and coon !i nation, technical and administrative 
changes, allowable cost and limitation thereof, rights i ) 2 technical 
data, and a follow-on plan. 

FFVio May Attend 



This seminar is open to all scientists. engineers, and scientific adminis- 
trators interested in improving their contractin'' knowledge. 

lloic To Moke Xotnitwtions 

Nominations are to he submit ted by authorized agency representatives 
no later than weeks befuii the hejrininir date for ea h projira u to; 
Director, Science and kmjrineei in<r Training, C.S. Civil Service Com- 
mission, Washington, ]).(’. 2<I415. 

0//icr Information 

Agencies may obtain further information by calling 2ht;t>2 or code 
1 id, extension 250C2, 
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EDITOIUAL PLANNING FOR PRINTING 
PRODUCTION 

Government Printing Office 

Two 8-day programs to be held from October 18 lo November II, 

1971, and March 20 to April 13, 1972, at rhe Government Printing 
Office, 732 North Capitol Street (at 11), NW. 

Description 

Lectures covering planning, copy preparation, scheduling, printing 
procevsscs, type, use, select ion and use of tut tu cl photographs, electronic 
photocomposition, printing procurement procedures, and sale and dis- 
tribution of government publications. A guided tour of the typesetting 
and the printing production divisions of the Printing Office is included. 

Who May Attend 

Federal writers and editors, or administrators associated with these 
fields, and those who prepare specifications for use in requisitioning 
printing from the Government Printing Office, or who are required 
to work with the Government Printing Cilice us department or ngenev 
procurement officers. 

How To Make Aominolionj 

A letter or Civil Service Optional Form ‘IT should be submitted by au- 
thorized agency representatives to the Superintendent of Typography 
and Design, Room C-S25), l\S. Government Printing (Mice, Washing- 
ton, P.(\ 20101, by October i, 11)71, and March 3, 15)72, respectively. 
App) [cations should include the following information: Nominee's 
name, position title and brief description of duties, grade level, and 
department or bureau: and the telephone number of tin* person to be 
notified of acceptance. This notice will be given approximately one 
week prior to the start of each program. Nominees will be accepted in 
the order in which they are received. 

Other Info, motion 

Xo cost to agencies. It is expected that those registering will partici- 
pate in all eight sessions. Limited classroom capacity will restrict each 
of the two attending groups to 05 persons. Further information may 
be obtained by calling 202-5 I1-J33D or code 149 extension :J39. 




EFFECTIVE ADMINISTRATION OF THE CONTRACT 
FOR MARGINALLY PUNCHED CONTINUOUS FORMS 

U.S. Government Printing Office 

A program held in January on 3 successive days from 9 a.m. 
to 4 p,m. at the U.S» Government Printing Office, 732 North 
Capitol Sircci (al II) NW Washington, D.C. 20401. 



Description 

The class will study the Contract for Marginally Punched Continuous 
Forms and will cover such topics its: (V) A\ ho must nod who may use 
the contract: (/>) Which orders fit the contract ; (<■) How to use (IPO 
-form lOilGa; (</) How to place orders; (r) Planning within printing 
limitations: (/) General do's and donts: I raining techniques will 
indude lectures, question and answer periods, and workshop problems. 



Who May Attend 

The course is conducted for authorized personnel engaged in the prep- 
aration of specifications, pricing* and procurement of forms under 
the Contract for Marginally Punched Continuous Forms. 

Note To Make Nominations 

Nominal ions should be submitted by authorized agene\ representatives, 
by letter, to Mi. J ames F. Holloran, Acting Manager, Printing Pro- 
curement Department, Room C-884, 1 .S. Government Printing Office, 
Washington, II.C. 20101. Applications should include the following 
information : Department or bureau, name, title, and grade level. 1 he 
telephone number of the person to be notified of acceptance is also 
requested. Nominees will be accepted in the order in which they are 
received. Notification by telephone as to acceptance and specific dates 
will bo made at least 2 weeks prior to the start of each course. 

Other Information 

Tli ere is no cost to agencies. Each class will be limited to about 45 
person*. Further information may be obtained by calling the Superin- 
tendent, Commercial Printing Specifications Division, Telephone; 
Area Code 202. 511-4451 (Government dial code 14!>), extension 451. 
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GOVERNMENT CONTRACT ADMINISTRATION 
General Services Administration 

A 5-day course scheduled periodically in Arlington, Va., and oilier 
centers of Federal population. 

Description 

This course is designed to assist, Federal agencies in : Obtaining maxi- 
mum compliance bv the contractor with contract terms during per- 
formance, recognizing the occurrence of situations during performance 
which may lead to claims b\ the contractor, protecting the public 
interest by prompt and fair settlement of problems which arise during 
performance, determining whether increased costs of contract ]>er- 
formance should be borne by the contractor or by the Government, 
and negotiating equitable adjustments when the Government has 
agreed to l>ear risk in contract performance. The course will include: 
A detailed analysis of the obligations which tlu* contractor and the 
Government assume nuclei the standard form Government contract ; 
the major events which may occur during contract performance, such 
as changes, changed conditions, changes in Government-furnished 
properly, delays, defective specifications, and inspection problems; 
techniques for pricing the “equitable adjustment"; methods for proc- 
essing findings, determinations, and appeals under the Disputes 
Clause; distinctions between claims under the contract and claims for 
breach of contract ; techniques for obtaining compliance with t nut met 
delivery schedules: default clause procedures, difficulties encountered 
in cost reimbursement or payment of contractor's; ard post -perform- 
ance aspects of contract administration, such as enforcement of war- 
ranty provisions, product liability, or examination of contractor’s 
records. 

Who May Attend 

This course is designed for procurement officers, contracting officers, 
contract administrators, and other personnel involved in llv* procure- 
ment, preparation, and administration of Federal contracts. Failicipa 
tion is open to employees in grades GS-9 and above, or equivalent. 

Hotc To Make Nominations 

Nominations should lx* submitted through agency employee develop- 
ment officers to the Director, Training Division (liPT). General Serv- 
ices Administration. Washington, !>.(’. 20105, using Optional Form 
37 (Rev.), Nomination for Interagency Training. A brief description 
of the nominee's duties should be included in item 11 of the OF 37. 
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Other Information 

No cost to agencies. Specific dates ind locations will Ik- nnnonmed. 
Agencies may obtain additional information by calling area code 
3137681 , or code 183, extension 7631. 



GOVERNMENT CONTRACT NEGOTIATIONS 
General Services Administration 

A 5-day course scheduled periodically »n Arlington, Va., and other 
centers of Federal population. 



Description 

This course is intended to give procurement personnel an opportunity 
to expand their knowledge and exchange ideas in the field of contract 
negotiation. It Is based primarily on Federal Procurement Retalia- 
tions f FIMO, and supplements the courses “Contracting By Formal 
Advertising** and “Government Contract Administration. Major 
topics covered are: Proemvnu nt planning, methods of procurement, 
techniques and procedures in negotiation, evaluation of proposals, 
conduct of the negotiat ion, arc! technical assistance in conducting the 
negotiation. Case studies and discussion focus attention on recurring 
problems and furnish assistance in preventing or ro^sh ing sitcli prob- 
lems. Special emphasis is devoted to situations involving human fac- 
tors in negotiation, negotiation techniques, price and cost analysis, 
administrative policy, legal requirements, and contract award and 
administration. 

Who May I Vend 

This course is designed for p'onircnmnt officers, contracting officers, 
contract administrators, and other peisonml engaged in the pnvure- 
1 ient, preparation, au<l adininistrat inn of Federal contracts. Partici- 
pation is open to employees in grades CIS ' 1 atul above, or equivalent. 



//on To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment oflirers to the Director, Training Division (HPT), General Serv- 
ices Administration, Washington, DA 1 . 'Jo 105, using Optional Form 
37 (Rev.), Nomination for Interagency Training. A brief description 
of the nominee's duties should be included in item 11 of the OF 37. 
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Oth^r Informa!ion 

Wo cost to agencies. Specific dates and locutions will he announced. 
Agencies may obtain additional information by calling area code 202, 
343-7681, or code 183, extension 7G81. 

PROCUREMENT CONTRACTING AND POLICY 
General Services Administration 

A 4-dny course conducted 4 times a year in Washington, D.C« 
and selected centers of Federal population. 

Description 

This program is designed to assist Federal agencies in: Developing 
more economical and effective purchasing and contracting practices, 
including contract administration a d termination; obtaining better 
understanding and acceptance of laws, regulations, policies, and pro- 
cedures governing Federal procurement, on the part of both Fcdeial 
procurement officials and businessmen; and developing new p- 
p roaches and solutions to unique procurement problems. It emphasizes 
the legal and regulatory aspects of procurement and their application 
to practical situations. Attention is given not only to existing rules, 
but to reasons for such rules*, and alternatives which have been con- 
sidered. Each of the following major subject-matter areas are dis- 
cussed : Development and principles of procurement statutes: types of 
contracts; advertising and bidding procedures; negotiation of con- 
tracts; economic policy requirements (small business, labor surplus, 
equal employment opportunities): reporting of [ ossiH anti trust 
violations; publicizing procurement actions; contract ? nistrafion 
clauses (disputes, defaults, suspension of worl , oquita djustment, 
changes, inspection and acceptance, etc.) ; taxes, lx>nd? i insurance: 
debarment ; contract financing, audit, and cost princip , and contract 
termination. 

Who May Attend 

This coarse is designed for Federal personnel concerned with pro- 
curement in any of its asjxxts — such as purchase, fiscal, legal, and en- 
gineering. Participation is open to personnel in grades C^-12 and 
above, or equivalent. Especially well-qualified candidates at GS 11 
will be considered if space, is available and a waiver is requested by 
their agencies. Commissioned officers of the military services are 
ehgiblo and will be accepted on the same priority basis as other 
nominees. 
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lloic To Male Nominations 

Nominations should be submitted through agency employee develop- 
ment ofliccrs to the Director, Training Division (11P1 ), General Sen - 
ices Administration, Washington, J>.C. 2W0.% using Optional form 37 
(Rev.), Nomination for Interagency Training. A brief description of 
the nominee's duties should be included in item 1 1 of the OF 37. 

Other Information 

Xo cost to agencies. Scheduled dates and locations will be announced. 
Agencies may obtain additional information by calling area code 202, 
343-7681, or code 183, extension 76S1. 

PUBLIC UTILITIES SERVICE PROCUREMENT 
General Services Administration 

A 3-day *rmirar scheduled periodical]* in Washington, D.C. and 
other centers of Federal population. 

Description 

This send nur is designed to give management and tee! nival guidam o 
tt) Federal agencies in their procurement of electric, gas, steam, water, 
and sewer services. It treats the specialized areas of utilities procure- 
ment as will as some applications of the services, and is intended to 
supplement basic training or experience . 

Major discussion topics tire: Regulations, policies, and procedures of 
civilian and military agencies for public .tilitDs procurement and 
management: the ait, techniques, responsibilities, and steps in nego- 
tiation of utilities contracts; characteristics of cllectsve administra- 
tion of utilities contracts; periodic review of suitability and sulliciency 
ci contracts and performance: responsibilities and guidelines for elec- 
tric and gas rate selection and application: utilities costs cutting by 
anplving proven methods and creative ideas in procurement and utili- 
zation; and planned development of the uiternal capability of Fed- 
eral agencies to handle specialized ut il it ies problems. 

Who May Attend 

This seminar is open to procurement officers, contracting officers, con- 
tract administrators, and other personnel engaged in public utilities 
service procurement. Participation is limited to employees in grades 
OS-12 and above, or equivalent, especially weP-qualified candidates 
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r.fc glides GS 9 through GS-ll or equivalent, and commissioned and 
noncommissioned officers of the military services. 



How To Make Nominations 

Nomination should be submitted through agency employee develop- 
ment officers to tlic Director, Training "ivision (BPT), General Ser- 
vices Administration, Washington, D.l . 20405, using Optional form 
37 (Rev.), Nomination for Interagency Training. A brief description 
of t lie nominee's duties should be included in item 11 of t lie OF 37. 

Other Information 

No cost to agencies. Specific dates a id locations will be announced. 
Agencies may obtain additional information by calling area code 202, 
3 43-7681, or code J 83, extension 70S1 . 

SMALL PURCHASES 
General Services Administration 

A 5-d.. • f*c urso scheduled pr* iodically in Arlir ,ton, Va., and other 
centers oi .""'dcral popilalior 

Description 

The administrative costs of making, controlling, and paying for small 
purchases often exceed the value of the items being procured. The pur- 
pose of this course is to encourage Federal agencies to reduce costs 
tli rough, the use of: (1) Improved methods for making small pur- 
chases; (2) careful analysis of each requirement; and (3) utilization 
of appropriate simplified purchase techniques. 

The coui^c is based primarily on Federal Procurement Regulations 
(FPK), with reference to t lie Aimed Services Procurement Regula- 
tions (ASPR) when Appropriate. It includes lecture-discussions and 
case studies, and miphnzies (lie application of the following author- 
ized small purchase techniques: Blanket purchase arrangements, 
imprest funds, pi reliase order forms (SF 44 and 147), oral purchases, 
and unpriced purchase orders. The following related topics are also 
covered: Preliminary purchase conditions, solieiation of quotations, 
limitations, and vendor and inhouse relationships. 
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Who May Attend 

T 1 k . (course 1 is designed for all Federal employ* es engaged in small 
purchases and related procurement operations, or in training for as- 
signment in tlu* procurement field. 

How To Make Nominations 

Nominations should Ik? submitted through agency employee devcloi - 
n.ent ollirers to the Director, Training Division ( HPT) , General Serv- 
ices Administration, Washington* D.'\ 20h)f», using Optional form 
37 (Rev.). Xomiimtion for Interagency Training. A brief description 
of the nominee's duties should he included in item 11 of the Oh 3<« 

Other Information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area cotie 202, 
3 13-7081, or code 183, extension 7081. 



Storage and Inventory 

ECONOMIC OHDKR QUANTITY TECHNIQUES 
General Services Administration 

A 3-day course scheduled periodically in Arlington, Va., and oilier 
centers of Federal population. 

Description 

Tills course is designed to u ist agencies in complying with the re- 
quirements of the Federal Property Management Regulations 
(FPMK) pertaining to inventory management, and will enable 
agencies to apply modern inventory methods in their supply systems. 
The course focuses on a detailed presentation of techniques employed 
in implementing Economic Order Quantity (EOQ) principles and 
practices to enable each participant to otFcct practical application in 
his agency. Among the topics to l>c discussed are: ( viteria for stock- 
age, measures of supply effectiveness, mechanics of the inventory 
control system, predicting and forecasting demand, exponential 
smoothing, safety stock, economic purchase quantity, and low dollar 
value control techniques. 
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Who May Attend 

The course is designed primarily for management .1 ml operating 
supply personnel whose duties require 1 basic knowledge of economic 
order quantity techniques. Nominees for this course must- have taken 
the course “Inventory Control of Supplies and Materials/* FOQ 
techniques involve the application of mathematics to inventory man- 
agement, and souk* of the inventory management decisions have keen 
reduced to formulas, some very simple. These formulas are discussed 
and applied in the course: and it is desirable, therefore, that nominees 
have a knowledge of high school mathematics. 

Hoic To Make Nominations 

Nominations should Ik? submitted through agency employee develop- 
ment officers to the Director, Training Division (HPT), General 
Services Administration, 'Washington, D.C. '2040.5, using Optional 
form 37 (Key.), Nomination for Interagency Training. A brief de- 
scription « f the nominee's duties should be included in item 11 of the 
OF 37. 

Other information 

No cost to agencies. Additional information may be obtained by call- 
ing area code 202, 343-7681, or code 183, extension 7G81. 



INVENTORY CONTROL OF SUPPLIES AND 
MATERIALS 

General Services Administration 

A 2-day cour-e M'hcdutrd periodically in Arlington, Vo., and other 
centers of Kcderal population. 

Description 

This course is designed to assist agencies in anticipating inventory 
needs and avoiding overstocking or running out of stock. It aids in 
the establishment and maintenance of a sit is factory balance of cus- 
tomer service, inventory management and eon t ml, and operating costs. 
Through lectures, practice exen ises. and discussion, the course stresses 
principles, techniques, and guidelines under the following topics: Re- 
quirements determination, storage criteria, stock levels, when to order, 
reviewing for excess, and basic A 1)1* applications. 
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Who May Attend 

The course is primarily for operating 1 personnel responsible for main- 
taining inventories of supplies and materials. Special consideration 
will be given to personnel from agencies maintaining storerooms that 
serve consumers. Supervisors and managers interested in reviewing 
I ho basic elements 'if inventory management are eligible to attend. 
Management and operating officials wlm plan to take t ho 3-day course 
“Economic Order Quantity Techniques" which iollows are required to 
take this basic 00111 * 30 . 

Hotc To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Director, Training Division (DPT), General Serv- 
ices Administration, Washington, D.(\ 20-10,5. using Optional form 
37 (Rev.), Nomination for Interagency Training. A brief descrip- 
tion of the nominee's duties should be included in item 11 of the OF 37. 

Other Information 

No cost to agencies. Agencies may obtain additional information by 
calling area code 2og, 343-7tiSl,or code 183, extension 7t>Sl. 



STORAGE AND MATERIALS HANDLING 
General Services Administration 
A 5-day course scheduled periodically in Arlington, Va. 

Description 

The purpose, of this course is to assist Federal agencies in : Utilizing 
storage facilities by better planning and layout of space to accommo* 
date materials essential to mission; employing equipment to assure 
smooth flow of materials in and out of inventory; and achieving opti- 
mum use of manpower, equipment, and facilities involved in storage 
operations. The course will develop a, knowledge of current ware- 
housing principles, methods, and techniques, and relate their applica- 
tion to the- maintenance or improvement of opemtions. It will provide 
opportunity for participants to discuss and solve problems relating 
to: Space types and requirements computations, planning space lay- 
outs and storage plans, materials handling equipment, storage loca- 
tions and locator systems, safety and protec. ion of personnel, and 
warehousing management. 
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Who May Attend 

The course is intended for federal employees at the operating level 
and the fust level of supervision. Management pe'somiel who seek a 
review of storage and material' handling principles, methods, ami 
techniques, and employees in training for positions in this Held are 
eligible to attend. 

Hoie To Make Nominations 

Nominations should ho submitted through agency employee develop- 
ment officers to the Director, Training Division ( MPT), General Serv- 
ices Administration, Washington, T>.(\ 2010."), using Optional form 
37 (Rev.), Nomination for Interagency Training. A brief descrip- 
tion of the nominees duties should he included in item 11 of the OF 3i\ 

Other Information 

No cost to agencies. Additional information may he obtained by call- 
ing area code 20*2, 343-7081, or code 183, extension 7081. 



CARRIER SELECTION-FREIGHT CLASSIFICATION 
General Services Administration 

A I-daj course scheduled prriodicvdh in Washington, D.C.. and 
other centers of Federal popuF'i* a. 

Description 

This course is designed to assist Federal agencies in the selection of 
commercial carriers for the domestic transportation of Government 
propcity by providing criteria for miking judicious routing deci- 
sions, and assisting agencies in describing Government property on 
transportation documents to obtain the most economical freight rates. 
Topics to 1 discussed ai'e: Use of classification publications, how to 
describe freight, inodes of transportation, how to route Government 
freight, and equitable distribution of tonnage. 

Who May Attend 

This course is open to any Federal employer whose full or part-time 
duties involve fiv ght transportation functions. Employers itq^nsi- 
ble for issuing and processing Government bills of lading also are 
eligible to attend. 
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How To Make Nomination* 

Nominations should ho submitted through agency employee develop- 
ment officers to the Director, Training Division (HPT), General Serv- 
ices Administration, Washington, D.C. 2040a, using Optional form 
37 (Rev.), Nomination for Interagency Training. A brief descrip- 
tion of the nominee's duties should be included in item 1 1 of the OF 37. 

Other Information 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area code 202, 
343-7 68 1 , o r code 183, extendi on 7681 . 



FREIGHT LOSS AND DAMAGE CLAIMS 
General Services Administration 

A 1-day course schrdi'Jcd periodically in Washington, D.C., and 
oilier centers of Federal population, or offered onsite at agency 
request. 

Description 

This course is designed to jhsM Federal agencies in the processing of 
claims against carriers for loss and damage to Government property 
during shipim nt, and in taking pro' .mtionary steps to prevent loss and 
damage tothr u shipments. The following topics are highlighted : Pre- 
vention of loss and damage; liability of shipper and carrier: con- 
signee's certificate of delivery; report of loss, damage, or shrinkage 
and measure of loss and damage; and step-by-step claims procedures. 

Who May Attend 

This course is open to all Federal employees responsible for the han- 
dling and processing of loss and damage claims. It is also open to em- 
ployees concerned with the shipping and receiving of Government 
property in safe condition. 

How To Make Nominations 

Nomination? should Ik* submitted through agency employee develop', 
incut offices to the Director, Training Division ( HP 1 T), General Serv- 
ices Adi nisfralion, Washington, D.(\ 2010a, using Optional form 
37 (Rev.), Nomination for Interagency Training. A brief descrip- 
tion of the nominee's duties should l>e im luded in item 1 1 of the OF 37. 
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Other Information 

No cost to agencies. Specific elates aiul locations will be announced. 
Agencies may obtain additional information by calling area code *20*2, 
343 -7681, or code 183, extension 7GS1. 



FREIGHT RATES AND TARIFFS 
G 1 . '•al Services A dm in is I ration 

A .-day course s.<,' - duled periodically in Washington, D.C., and 
other '•enters of Federal population. 

Description 

The course is designed to broaden the transportation asul traffic 
management capabilities of Federal agencies by : Exploring the bene- 
fits to be derived from proper application of rates, routings, and oMier 
transportation data in carrier's tariffs; reviewing the pricing struc- 
ture of the transport at ion carriers of the Fnited States: and providing 
information and guidance regarding the availability and use of (ISA's 
tariff library facilities in obtaining more economical transportation 
services. Discussion will include: Freight rates, carrier tariffs; rate 
tenders to the Government; accessorial services, specialized services; 
t rar.sii arrangements; aiul regulatory provisions. 

Who May Attend 

Thu course is open to administrative, supervise rv, and operations per- 
sonnel whose full- or part-time duties involve freight transportation 
activities. 



Hoic To Make Nominations 

Nominations should lie submitted through agency employee develop- 
ment office- rs to the Director, Training Division (HPT), General Sen - 
ices Administration, Vfnshingfou, D.C. 20103, using Optional form 
3777 (Rev.), Nonmiatbei for fiiteragencv Training. A hr iof descrip- 
tion of the nominees duties .should be included in item 11 of the OF 37. 

Other Information 

No cod to agencies. Specific dates nrd locations will be announced. 
Agencies may obtain additional information by calling area code 2i>2. 
343-7GS1, or code 183, extension 7681. 



228 



GOVERNMENT BILLS OF LADING AND COMMON 
SHIPPING FAULTS 

General Services Administration 

A l-day seminar scheduled periodically in Washington, D.C., and 
other centers of Federal population. 

Description 

This seminar is designed to improve tb* quality of shipping documen- 
tation by Federal agencies, thereby eliminating many of the discrep- 
ancies encountered by the General Accounting Office in their post au- 
dits. Approved bill of lading procedures are discussed in detail and 
the most common trouble spots identified. Questions and open discus- 
sion are encountered. TheGSA Handbook u IIow to Prepare and Proc- 
ess P.S. Government liilts of hading*’ provides ready reference to 
the subject, matter and it is suggested that participants bring their 
copies to the seminar. 

Time is allowed for general discussion on any topic pertaining to the 
movement of Government property. Participants are urged to take 
paP in th’o exchange of information and ideas. Specific questions 
requiring reference to the GSA tariff library may be submitted to the 
course instructor and data v ill be furnished in writing from the TOS- 
GSA staff. 

Who May Attend 

This seminar is open to administrative, supervisory, and operational 
personnel whose full or part-time duties involve freight transporta- 
tion activities. Persons res|x>nsible for issuance and processing of 
Government bills of lading should attend. The subjects covered will 
be of interest to property and supply officers, procurement agents, 
warehouse supervisors and shipping ]>ersonueI. Any other Federal 
employee whoso duties are relate! to the subject matter may also 
attend. 

How To Make Nominations 

Nominations should bo submitted through agency employee develop- 
ment officers to the Director, Training Division (HPT) , General Scrv 
ices Administration, Washington, D.O. 20405, using Optional form 37 
(Rev.), Nomination for Interagency Training. A brief description of 
the nominees duties should l>o included in item 1 1 of the OF 37. 
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Other Information 

No cost to agencies. Specific dates and locations M*ill be announced. 
Agencies may obtain additional information by calling area code 202, 
313-7681, or code 183, extension 7681. 



General Services Administration 

A 3-dij> course scheduled as needed in Washington, D.C., and 
other centers of Federal population. 

Description 

This course is designed to broaden the transportation and traffic man- 
agement capabilities of Federal agencies by : Integrating procurement , 
supply distribution, and financial aspects into minified iraiisjKirtation 
resource; updating agency procedures in the transportation of Gov- 
ernment property ; and exploring basic and advanced methods of t raffic 
management for future as well as present applirat ion. 

Who May Attend 

Civilian agency personnel in grades GS-11 and al>ove, or equivalent, 
having administrative, or supervisory responsibility over supply, pro- 
ounnnent, storage, and distribution activities involving transport ion 
and traffic management, are eligible to attend. 

Hotv To Make Nominations 

Nominations should be submitted through, agency employee develop- 
ment officers to the Director, Training Division (HPT), General Serv- 
ices Administration, 'Washington, I).(\ 2010a, using Optional form 37 
(I?cv.), Nomination for Interagency Training. A brief description 
of the nominee’s duties should he included in item 11 of the OF-37. 

Other fn/omm/ion 

No cost to agencies. Additional information may bo obtained l>y coll- 
ing area code 202, 313-76S1, or code 183, extension 7CS1. 



MODERN TRAFFIC TECHNIQUES 
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OCEAN TRANSrOrtTATION 
General Services Administration 

A l-day course scheduled as needed ir» Washington, D.G., and 
olher centers of Federal population. 

Description 

This course is designed to increase effectiveness and economy in the 
international procurement and transportation programs of Federal 
agencies by presenting and discussing means of: Coordinating pro- 
curement functions more closely with those of transportation; pro- 
moting a broader understanding of ocean transportation procedures; 
investigating costs via all modes, or combinations of modes, of trans- 
portation; and providing for the most effective terms of delivery in 
contracts. Topics to be discussed include: The materials procurement 
stage; the preliminary shipping stage; transportation to port, the port 
activity stage; export ^'hi pinouts; import shipments; cross trades ship- 
ments; steamship cotif i aces: foreign freight forwarder; and ship 
chartering. 

JPho May Attend 

Administrative, super* j. r\\ and operations personnel whose duties 
involve the procurement and transportation of materials for delivery 
to overseas dost mat a. are eligible to attend. 

How To Make iSoi, j nations 

Nominations shouid be submited through agency employee develop- 
ment officers to the Director, Training Division (HPT), General Ser- 
vices Administration, Washington, IXC. 20405, using Optional form 
37 (Hev.), Nominal imi for Interagency Training. A brief description 
of the nominee’s duties should be included in item 11 of the OF 37. 

Other Information 

No cost to agencies. ,\»i ufional information may be obtained by calling 
area code 202,343 7t or code 183, extension 7681. 
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PREPARING AND PROCESSING THE GOVERNMENT 
TRANSPORTATION REQUEST 

General Services Administration 

A 1-day scniinar/worksliop scheduled periodically in Washington, 
D.C., and oilier centers of Federal population. 



Description 

This sominar/worksliop lias been designed to assist agency personnel 
in the development and improvement of government transportation re- 
quest procedures. The course will include discussions and workshop 
activities on the preparation and processing of the transportation re- 
quest in passenger transportation procurement. 

Who May Attend 

This course is open to agency personnel who: (1) participate in travel 
arrangements; (2) desire a refresher course or an introduction to 
travel procedures; or (3) want to formulate or develop better 
procedures. 

Hotc To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Director, Training Division (BPT), General Serv- 
ices Administration, Washington, 1).(\ 20105, using Optional Form 
37, Nomination for Interagency Training. A brief description of the 
nominees duties should be included in item 11 of theOK-37. 

Other Information 

No cost to agencies. Specific dr.tes and locations will be announced. 
Agencies may obtain further information by calling area code 202. 
343-7081 , or code 183, extension 7081. 
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SHIPPING HOUSEHOLD GOODS 
General Services Administration 

A 1-day course scheduled pcriodicilly in Washington, I>.C., and 
other center* of Federal population. 

Description 

This program is designed to assist Federal agencies in : Obtaining more 
advantageous rates fov shipping household goods: providing anthm i 
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tnt-ivo information about what alternatives are available, and what 
allowances are authorized for employees being transferred; aiding 
employees in the selection of carriers; safeguarding employees from 
unnecessary costs in shipping household goods; and providing guid- 
ance for employees in preparing for movement of household goods. 
Ajnong the topics to be discussed are: The “commuted rote 1 * system 
versus the use of Government bills of lading, car rier rates and serv- 
ice®, entitlements of individuals, common problem areas, and ques- 
tions and answers in GSA's pamphlet “Shipping Your Household 
Goods. 7 * 

Who Way Attend 

This course is open to ndininist rative, fiscal, and transportation jxrson- 
nel whose duties involve the movement of employees* households goods. 

How To Make Nominations 

Nominations should he. submitted through agency employee develop- 
ment officers to the Directoi, Training Division (HPT), General 
Services Administration, Washington, D.C. 20405, using Optional form 
37 (Rev.), Nomination for Interagency Training. A brief description 
of the nominee’s duties should be included in item 11 of the OF-37. 

Other Information 

No cost to agencies. Scheduled dates and locations to be announced. 
Agencies may obtain further information by calling area code 202, 
343-7681, or code 183, extension 7681. 

TRANSPORTATION ASSISTANCE TO 
PROCUREMENT OFFICERS 

General Services Administration 

A 1-day course scheduled periodically in Wi<»t.inglon, D.C., and 
other center* of Federal population. 

Description 

This course is designed to asrrt Federal agencies in coordinating 
procurement and transportation operations through improved applica- 
tion of traffic management techniques at all stages of the procurement 
cycle, and in achieving greater economy and effectiveness in agency 
procuremer* programs where trniis|>ortntion is a factor. 
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The course emphasizes an understanding of transportation cost 
considerations involved in procurement transactions and the applica- 
tion of traffic management techniques. Topics to be covered are: 
Transportability of commodities to be procured, freight classification 
of procured items, packaging and protection s] reifications, FOB 
origin vs. FOB destination, guaranteed shipping weights and cubes, 
c-arload/truckload vs. less load lots, loading and handling at origin, 
consignee receiving facilities, use of transit privileges, freight rates 
in bid evaluation, and overseas transactions. 

Who May Attend 

This course, is open to civilian agency personnel, regardless of grade, 
who are concerned with the relationship between procurement and 
transportation of Government- property. This includes employees with 
duties in procurement involving transportation cost consideration, as 
well as employees in traffic management related to procurement. 

How To Make Nominations 

Nominations should lx?- submitted through agency employee develop- 
ment officers to the, Director, Training Division ( DPT), General Sorv- 
iees Administration, Washington, 1).(\ using Optional form 

37 (Rev.), Nomination for interagency Training. A brief description 
of the nominees duties should he included in item 11 of the OF 37. 

Other Information 

No cost to agencies. Specific dates and locations uill he announced. 
Agencies may obtain further information by calling area code 
343-768 J : or code 183, extension 7681. 
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EFFECTIVE BRIEFING TECHNIQUES 
Civil Service Commission 

A 5-dr ■ course lo be offered monthly al the Civil Service Com* 
mission, Washington, D.C. 

Description 

Tli is course is designed for individuals who give oral reports. Through 
video tape presentations, each participant is encouraged to objectively 
appraise his own oral presentations. The course places emphasis on 
obtaining the desired audience reaction. Topics include how we com- 
municate, how to avoid comnumicution problems, how to prepare and 
deliver briefings, how to analyze the audience, and how to prepare 
visual aids. 

Who May /ft tend 

Those employees, GS-12, and above (or equivalent), who brief higher 
level officials, colleagues, or subordinates may be nominated for this 
course. 

How To Make Nominations 

Authorized agency officials should submit nominations on Optional 
Form 37 (Nomination Registrat ion for Training) to the Communica- 
tions and Office Skills Training Center, Bureau of Training, U.S. 
Civil Sendee Commission, Washington, D.C. 20415. You may obtain 
further information by calling 632-5608 or code 101, extension 25608. 

Other Information 

The cost of the course will bo shared by the participating agencies. 
Announcements with more detailed information will be sent to all 
agencies well in advance of the course. Nominate n deadline dales will 
be listed in the announcements. 
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WORKSHOP IN EFFECTIVE ENGLISH 
Civil Service Commission 

A pregram of len sessions to be offered once u month al 

tlic Civil Service Commission, Washington, D,C. 

Description 

The purpose of this course is to help participants refresh their knowl- 
edge of modem English usage. At the end of the course, each partici- 
pant should be better able to recognize and correct grammatical errors 
in correspondence and in speech, to improve unclear sentences and to 
correct improper pnnctnaCon. The participant should also be able 
vo use Government reference to solve grammar problems. Because the 
course is designed to be practical, each participant is asked to analyze 
the grammatical aspects of his own oflice comsiKnidencc and to bring 
in oflice grammar problems. In addition, frequent homework assign- 
ments are given to reinforce class work. 

Who May Attend 

Workshop in Effective English is designed primarily for stenogra- 
phers and secretaries (recommended grade GS 4 and above or equiva- 
lent). However, it is a suitable com .-c for any other Government em- 
ployee who writes or reviews correspondence and feels the need for a 
refresher course in grammar. 

Mote To Make Nominations 

Authorized agency officials should submit nominations on Optional 
Form 37 {Nomination-Registration for Training) to the Communica- 
tions and Oflice .Skills Training Center, Bureau of Training, U.S. 
Civil Service Commission, Washington, 1).C. ’2041a. Von may obtain 
additional information by calling G32-aG0S or code 101, extension 
25G08. 

Other Information 

The cost of the workshop will be shared by the participating agencies. 
Announcements with more detailed information will be sent to all 
agencies well in advance of the program. Nomination deadline dates 
will he listed in the announcements. 
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EFFECTIVE LETTERWRITING FOR MANAGEMENT 
Civil Service Commission 

A program of six Hi -day sessions to be given at the Civil Service 
Commission, Washington, D.C. 

Description 

This workshop is designed to aicl managers who either write or review 
letters by: (1) Explaining and illustrating effective principles for 
writing Government letters; (2) encouraging participants to apply 
these principles under the guidance of experts; (3) giving participants 
techniques for editing and review. 

Who May Attend 

Career executives, GS-13 and above (or equivalent), may be nomi- 
nated for this course. 

Hoc To Make Nominations 

Authorized agency officials should submit nominations on Optional 
Form 37 (Nomination-Registration for Training) to the Communi- 
cations and Office Skills Training Center, Hurcau of Training, U.S. 
Civil Service Commission, Washington, I).C. 20115. You may obtain 
further information by calling G32-5G0S or code 101, extension 25608. 

Other Information 

The cost of tho program will be shared by the participating agencies. 
Announcements with more detailed information will bo sent to all 
agencies well in advance of the program. Nomination deadline dates 
will be listed in tho announcements. 

TECHNICAL ASSISTANCE WORKSHOPS 
FORM AND GLIDE LETTERS (2A) 

General Services Administration 

Three H-day Jcssion?, Ichcdulrd lo mccl pj. ncy demand. 

Description 

This w orkshop is designed to irnpro* c product, vity, reduce costs, and 
achieve simplicity and standard' nation in t he preparation of repetitive 
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correspondence. Demonstrations ami simulated problems li i jrlil i<rlit 
the development of si predesigned reply system which includes both 
guide (pattern) letters and form letters. 

Who May Attend 

Individuals hating responsibility for operations where letter writing 
represents a significant portion of the total workload. 



How To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Workshop Director, National Archives and Records 
Service (NRP), General Services Adniimstiation, Washington, D.C. 
20408, using Optional Form '37, Nomination for interagency Training. 

Other Information 

Specific dates and locations will be announced. Agencies may obtain 
additional information by catling area code 202, 00:5-4154 or code 13, 
extension 3 4 154. 



TECHNICAL ASSISTANCE WORKSHOPS 

HOW TO IMPROVE WRITTEN INSTRUCT! NS (4U) 

General Services Administration 
A 2-day workshop, scheduled lo meet agency demand. 

Description 

Ihis workshop stresses the planning needed to produce effective in- 
structions. The cost of creating written instructions that are easily un- 
derstood and that arc effective in producing the desired results are 
analyzed. The participants spend considerable time in applying the 
princioles and techniques presented to actual and potential situations 
requiring written instructions. 

Who May Attend 

All persons who wri.e, review, or approve written instructions are 
eligible. 

Hoie To Make Nominations 

Nominations should be submitted through agency employee develop- 
ment officers to the Workshop Director, National Archives and Roc- 
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ords Service (NRP), General Services Administration, Washington, 
D.C, 20408, using Optional Form 37, Nomination for Interagency 
Training, 

Other Infoitnalion 

Specific dates and locations will be announced. Agencies may obtain 
additional information by calling area code 202, 063-4154, or code 13, 
extension 34154. 



LEGAL WRITING WORKSHOP 

Civil Service Commission 

Two 3-day workshops lo be conducted at the Civil Service Com* 
mission on December 7-9, 1971 and April 18-20, 1972. 

Description 

This course organizes and presents the principles and techniques for 
efficient and effective legal writing. It aims at helping the Government 
attorney develop a systematic approach to the efficient writing of ef- 
fective oni irons. These opinions may be contained in a letter, a brief, 
a legal memorandum, a formal argument, or a formal decision. The 
course is built around actual situations, which participants develop 
into opinions, working individually and in small groups. Principles are 
discussed and illustrated for each step in the opinion-writing process 
from the initial fact-gathering to final editing. Participants are ac- 
tively involved throughout, since the class approach calls for learning 
by doing. 

If ho May Attend 

Participation will be open to government employees having a degree 
in law who write or edit legal opinions, memorandum, briefs and other 
legal or qua si- legal documents. 

How To Make Nominations 

Nominations should be submitted to the Director, General Manage 
ment Training Center, U.S, Civil Service Commission, Washington, 
D.C. 20115, by authorized agency officials. Confirmation of accepted 
nominations will be made in advance of th° program. Deadline dates 
for receipt of nominations and confirmation of acceptance will be 
listed in the program announcement to lie issued at a later date. 
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Other Information 

Announeomruis with more detailed information will be sent to all 
a^onries. Agencies may obtain further information from the General 
Management Training Center, (W2 5t>(i2, or code 101, extension 25(5(12. 

REPORT WRITING WORKSHOP 
Civil Service Commission 

Meets on Tuesday and Thursdays for 4 Keeks. Full-day sessions 
arc held on the first and last days of the course; |,i-day sessions 
are held on all other days. The course Kill be piven periodically 
at the Civil Service Commission, Washington, D.C. 

Description 

This workshop is designed to improve the quality of Government re i 
ports by helping writers to produce clear, logical, readable reports. 
After taking the workshop, participants should: (1) Have an under' 
standing of the principles of effective report writing; (2) know how 
to apply these principles to their own reports: (3) Ik? able to edit and 
review’ reports in terms of these principles. 

Who May Attend 

Those employees, GS-T through Go-12, (or equivalent), who write or 
review’ reports may be nominated for this course. 

IIoic To Make ISomi nations 

Authorized agency officials should submit nominations on Optional 
Form *17 ( Nominal ion- Registration for Training) to the Communica- 
tions and Office Skills Training Center, Itnreuu of Training, T.S, 
Civil Service Commission, Washington, D.C. 20415, You may obtain 
further information by calling G325G0S or code 101, extension 2500S. 

Other Information 

The cost of the program will be shared by the participating agencies. 
Announcements with more detailed information will be sent to all 
agencies well in advance of the program. Nomination deadline dates 
will be listed in the announcements. 
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WRITING EFFECTIVE LETTERS 
Civil Service Commission 

A dWcusMon -workshop of eight \z-day sessions to be offered at 
the Civil Service Commission, Washington, D.C. 

Description 

This course is designed to aid letterwriters by (1) stressiir" the value 
of tilective letters to t lie reader, the writer, and agencies of Federal 
State and local governments; (2) pointing out principles of effect ire 
writing: <3) giving partici pants practice in applying these principles: 
and (4) enabling participants to diagnose their own writing. Partici- 
pants are- asked to submit copies of their own work for discussion. 

JF ho May Attend 

Those writers, OS -7 tl. rough GS-12 (or equivalent ) , who have signifi- 
cant resixmsihilitv for writing letters may be nominated for this 
workshop. 

How To Make Nominations 

Authorized agency representa ives sliould submit nominations on 
Optional Form 37 (Nomination Keg stration for Training) to the 
Communications and Office Skills Training C enter, ilureiu of 1 Min- 
ing, U.S. Civil Service Commission, Washington. D.C. 20115. You 
may obtain further inform ti ion by calling t>32->»COt> or code 101 
extension 2o GOS. 

Other Information 

The cost of tlu* works) iop will he shared by the participating agencies. 
Announcements with more detailed information will he sent to all 
agencies well in advance of the program. Nomination deadline elates 
will be listed in the announcements. 
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WRITING REGULATIONS AND PROCEDURES FOR 
PUBLIC UNDERSTANDING 

Civil Service Commission 

A 3-day workshop to be held el the Civil Service Commission, 

Washington, D.C. 

Description 

Tliis workshop presents a simpn , * -is approach to the writing and 
approval of regulations, procedures, directives, manuals, interpretive 
letters and otlier types of instructional or informational material. 
Participants, working individually and in small groups, will actually 
apply this system to typical regulations, procedures, ami similar ma- 
terials. Specific objectives include reviewing and evaluating existing 
standards for writing regulations and procedures: defining the audi- 
ence for specific regulations and procedures: determining the most 
useful structure and format for this material: showing participants 
the basic principles for writing this material: and applying these 
principles to practh ■ writing and editing. 

Who May Attend 

Employees. and above (or equivalent) who are responsible for 

the writing or reviewing of regulation?, procedures, directives and 
manuals, as well as those responsible for interpreting rules, regulations 
and laws to the public are eligible to attend this coulee. 

iloic To Make Nominations 

Authorized agency officials should submit nominations on Optional 
Form :J7 (Nomination-Registration for Training) to the (Communica- 
tions and Office Skills Training C 'enter, Bureau of Training, { ‘.S, ( 'i vil 
Service Commission, Washington, J),(\ 20115. You may obtain further 
information by calliig (W2-5GOS, or code 101, extension 25(;nS. 

Other Information 

The cost of (he workshop will lx? shared by t lie participating agencies. 
Announcements with more detailed information will be sent to all 
agencies well in advance of the program. Nomination deadline dates 
will be listed in the announcements. 
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Safety and Emergency- Preparedness 

DEFENSIVE DRIVING TECHNIQUES 
General Services Administration 

A 2-day course scheduled periodically al various locations 
throughout the 50 Slates* 

Description 

This M-honr course is designed to assist Federal agencies in discharg- 
ing their responsibilities under the President s program of accident 
reduction. It emphasizes the principle that all accidents are caused, 
and that the driver's way of thinking is an important factor in produc- 
ing accide’ 4,7 Correct decisions in driving, braking techniques, stop- 
ping distiu , reaction time elements, drivers' attitudes, and night 
driving hazards will lx? covered. This training is intended to motivate 
each driver to utilize defensive driving techniques, which will aid in 
t lie attainment of the longest tenure of accident-free vehicle operation* 

Who May Attend 

Any Federal operator of Government -owned or leased vehicles. 

How To Make Nominations 

Nominations should bo submitted to the appropriate GSA regional 
office using Optional form 37 (Rev.), Nomination for Interagency 
T. dining, at least 10 days prior to the beginning date of the course. 

Other /n/ornm(ion 

No cost to agencies. Specific dates and locations will be announced. 
Agencies may obtain additional information by calling area code 202, 
34-3-7681, or code 1S3, extension 7681* 



MEDICAL SELF-HELP TRAINING PROGRAM 
D*C* Health Services Administration 

Description 

The Medical Self-Help Training Program is designed to teach yon 
what to do in an emergency when the services of a physician or allied 
health personnel are not available. Sixteen hours of class an? required 
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to complete the course. The subjects included me ns follows: Radio- 
active Fallout and Shelter, Healthful Living i rt Emergencies, Artifi- 
cial Respiration, Bleeding and Bandaging, Shock, Burns, Fractures 
and Splinting, Transportation of the Sic k and Injured, Nursing Caro 
of the Sick ami Injured, Infant and Child ('are and Emergency Child- 
buffi. In addition to lectures by trained instructors, technicolor ldnun 
dims and slides, tho course includes practical demonstrations. Upon 
successful completion of this course, a certificate will be awarded. 

Who May Attend 

All federal and District employees may be nominated for this course 
regardless of grade, agency or position. 

How To Make Nominations 

CSC 1 nomination cards should bs submitted bv authorized agency 
representatives to the Chief, Training Section, I).(\ Health Services 
Administration, Washington, i).C. 50001. 

Other Information 

The course is open to all without charge. Further information may bo 
obtained by calling 050-2100 or code 137, extension 21 <) 0 . 



PROFESSIONS DISASTER TRAINING SEMINAR 
D.C. Health Services Administration 

Description 

The Professions Disaster Training Seminal- has been arranged for 
persons with significant medical responsibilities fop maintaining the 
health of the community during time of disaster The seminar will in- 
clude sessions dealing with : 

• Community Health Preparedness n ml Phnning 

• Hospital Disaster Planning 

• Medical Teamwork and Triage at the Disaster Site 

• Emergency Communications 

• Mass Feeding 

Developed as a part of the continuing program of the Division of 
Health Mobilization, D.C. Department of Public Health, the H-minur 
is cosponsored by Washington aiva medical, dental, nursing, pharma, 
cent leal, dietetic, and veterinary medical societies, as well as the Hns- 
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pital Council of Hie National Capital Area, Inc., a.-.d tha Health 
Facilities Planning Council for Metropolitan Washington. U.C. 

JF/io May Attend 

All Federal and District employees may be nominated, for this course 
rcgsi id less of grade, agency or posit ion 

How To Make Nominations 

CSC nomination cards should be submitted by authorized agency 
representatives to the Chief, Training Section, Health Services Ad* 
ministration. Washington, D.C. 20001. 

Other Information 

The course is open to all without charge. Further information may be 
obtained by calling 029-210(5 or code 137, extension 2100. 



o 




245 



2G1 



LIMITED INTERAGENCY TRAINING 

Agriculture, Agricultural Research Service 

Tho following programs were designed primarily for Agricultural 
Research Service employees. Applicants from other agencies will be 
accepted on a space-available basis. For information auont these pro- 
grams, please call or write : Mr. John Gore, Chief, Employee Develop- 
ment Branch, Personnel Division, Federal Center Building, Hyatts- 
ville, Md. ‘2078*2 ; 301-388-8223, IDS Code 1 11-8223. 

Orientation Training for Secretarial and Clerical Employees 

Secretarial Training Course 

English Grammar Review I and II 

Supervisory Development Program 

Supervisory Training Course, Phase I a^d II 

Motivation and Productivity 

Defensive Driving 

Career Service and Performance Evaluation Workshop 

Effective Listening 

Civil Rights Training Program 

Agriculture, Fores! Service 

These programs arc designed primarily for Forest Service employees 
located in the Southern Region. However, appli- ants from other agen- 
cies will be accepted on a space-available basis. For information about 
these programs, please write or call Training Branch, Division of Per- 
sonnel Management, U.S, Forest Service, Room 812, 1720 Peachtree 
Road, NAY. Atlanta, G a. 30300. Phono 101-520-37 U. 

Oral Communications 

Loboi-Management and Emplojee Relations 



Agriculture, Office of the Inspector Gcucral 

These programs are presented primarily for Office of the Inspector 
General employee.-*. However, applicants from other agencies will lie 
accepted on a span -available basis. For informal ion about these pro- 
grams, please call or write*. David A. hike, Training Director, Oh ice 
of the InsjK-ctor General, U.S, Department of Agricultuiv, Wash- 
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injrton, D.C. 20250; 202-388-5077, IDS Code 111-5077, extension 
85677. 

Combined Orientation for Auditor and Special Agent Ncw-IIircs 



Agriculture, Office* of Personnel 

These programs arc designed primarily for U.S. Department of Agri- 
culture employees, flowei cr, applicants from other agencies will be ac- 
cepted on a space-available basis. For information about- these 
programs, please call or write: Dr. John \\ Kizler, Acting Chief, 
Employee Development, Safety and Welfare Division, Office of Per- 
sonnel, U.S. Department of Agriculture, Washington, D.C. 20250; 
202-3SS-GP77, IDS Code 1 11-G077. 

Seminars in Executive Development (SED) 

Seminars in Middle Management (SIMM) 

Kcpncr-Tregoe Prohlem Solving and Decision Making (K-T) 

Atr Force 

The.se programs are designed primarily for Air Force employer* 
How eve- , applicants front other agencies will !>e accepted on a spacc- 
a\ ail able basis, hor information mt these programs, please call or 
write; Dr. Henry J. Duel, Field Programs Division, Directorate of 
Civilian Pet-sonnel, HQ USAF, ForreHal Pudding, Room Ml 230, 
Washington, D.C. 20314; 202-G03-52So, IDS (Vxle 1 1-0*285. extension 
352S5. 

Training SpeciaTisI, Advanced 

Classification and W age Administration, itasic 

Personnel Officer Course, Civilian 

Classification and Wage Administration, Advanced 

Placement and Pmplojcc-Managcmcnl Relation* Course. Advanced 



Army, Harry Diamond Laboialorlcs 

TJiis course is designed primarily forscientifi ’ employees of the Army. 
However, applicants from other agencies will be accepted on a space- 
available basis. For information alxnit this program, please call or 
write: Mr. John Khmdon, Chief, d raining and Development Pranch, 
Civilian Prison uel Office, Harry Diamond Lr bom tores, Washington, 
D.C. 20138. Phone (202) 800-0770, or code 188-0770. 

Supervisory Development 
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Army, Headquarters, Army Materiel Command 

These programs are designed primarily for Army employees. IIo .u 'ct , 
applicants from other agencies will be accepted on a space-available 
basis. For information about these programs, please contact Mr. 
Keadhnr Black, Chief, Training and Development Section. Headquar- 
ters Civilian Personnel Office. Phone C97-03I1, or code 11-itmi. 

Calculus 

Algebra Refresher 

In trod uei ion to Statistical Analysis 

Engineering Reliability 

Personnel Management for Managers 



Army, Walter Reed Army Medical Center 



These, programs are designed prima rily for Army employees. However, 
applicants from other agencies will 1* accepted on a space-available 
basis. For information about these, programs, please call or write: 
Miss Elizabeth Moninonier, Chief, Training and Development Section, 
Civilian Personnel Branch, Walter Reed Army Medical ( enter, Mash- 
Won D.C 20012. Phone: A tea Code 202, .‘>70-219:1, or code 198-2193. 



Middle Managvincnt Workshops 

Retirement Planning 

Basic Supervisory Development 



Commerce, Domestic and International Business 

The first program is designed for Department of Commerce employees. 
The. other tuo programs arc primarily for selected employees m the 
Departments of Commerce and State. Applicants from other agencies, 
however, will l>e accepted on a space available basis. For information 
about these programs, please call or write: Mr. David F. W»l] lvi "b 
Chief, Employee. Development Branch, Personnel Division, Office of 
Administration, DIB, 14th and Constitution Avenue, XW.. Washing- 
ton, D.C. 20230; 202-976-5071, IDS Code 189-5074, extension 6a0iJ. 

Pre-Retirement Planning Seminar 

Seminar on International Trade Expansion 

Review of Economic A Commercial Specialist Functions 



Commerce, Maritime Administration 

These courses are designed primarily for employees in the Maritime 
Administration. However, applicants from other agencies will Ik- 
accepted on a space-available basis. For information about tl’.-se pro- 
grams, please call or write: Mr. F. C. Joseph, Chief, Division of Ktn- 
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ployee Development, Office of Personnel, IT.S. Maritime Administra- 
tion, ‘Washington, D.C. 20235. Phone : 202-907-2686 or code 189-2656. 

Supervisory Leadership, MarAD Eflfcclivc 
Supervision, Inlroduclion lo 
Supervision and Group Performance 

Commerce, Office of Personnel 

This course is designed primarily for Department of Commerce em- 
ployees. However, applicants from other agencies will be accepted on 
a space-available basis. For information alxuit these programs, please 
call or write: Mr, Miller 13. McDonald. Management Training Officer. 
Employee Development Division, Office of Personnel, Department of 
Commerce, Washington, D.C. 20 230. Phone: 202-PG7-3731, ('ode ISO- 
3731. 

Managerial Course 
Commerce, Patent Office 

These programs are designed primarily for Patent O/lice employees. 
However, applicants from other agencies will be accepted on a spnvc- 
availnble basis. For information a hot it these programs, please call 
or write : Mr. Willis H oka ns, or Mr. Robert Ernst, Employee Develop- 
ment Division, Office of Personnel, Patent Office, Washington, D.C. 
20231. Phone: 202-9 G 7- 3432, Code 1G1-3432. 

EfTcclive Supervision and Performance 
Pfllenl Examining Initial Training 
Reading Improvement 



Defense Supply Agency 

Those programs arc designed primarily for DSA employees. However, 
applicants from other agencies will be accepted on a space-available 
basis. For information about these programs, please call or write: Mr. 
Philip C. Strung. Chief, Employee Development Branch, Civilian 
Personnel Division, Defense Supply Agency Administrative Support 
Center, Cameron Station, Alexandria, Ya. Phone: ^02-094-7493, (ode 
11-7493, 

Supcrvi«ion, Inlroduclion lo 
IU «ic Managcmenl Technique# 1 
Supervision A' Group Performance 
Ra*ic Mar.agemcnl Techniques II 
Maragcmcnt and Croup Performance 
from Nine to Five — Secretarial Training 
Eft active Listening 
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Advanced Effective Listening 
Dictation for Managers 

Labor Management Relations for Supervisors 
Supervisor's Role in EEO 

environmental protection agency 

Air Pollution Control Office 

Courses conducted by the Institute for Air Pollution Training, Air 
Pollution Control Office (APCO), are designed primarily for State, 
local ami regional air pollution control personnel, MHO State^ As- 
signees and other air pollution control personnel. Applicants from 
other agencies will be accepted on n space-available basis. 

Institute for Air Pollution Training courses are presented at Research 
Triangli Park, N.C. and the following seven areas : New 1 oik Metro- 
politan Area; New England Area ; Texas Gulf Coast Area ; Southern 
California Area; Pacific Northwest Area; Ohio Area; and Chicago 

Metropolitan Area. , 

For information about these courses and their locations, please call 
or write: Registrar, Institute for Air Pollution Training, Office of 
Manpower Development, Air Pollution Control Office, ETA, Post 
Office Pox 12055, Research Triangle Park, N.C. 27700. Telephone 
nmnber: urea code 019, 540-8411, extension 4520; FTS number, area 
code 919, 549-4520. 

Sampling and Identification of Aero-Allergens (405) 

Medical and Biological Aspects of Air Pollution (407) 

Analysis of Atmospheric Organics (40?J) 

Analysis of Atmospheric Inorganics (400) 

Air Pollution Meteorology (411) 

Control of Particulate Emissions (413) 

Control of Gaseous Emissions (415) 

Air Pollution Microscopy (420) 

Introduction to Air Pollution Control (422) 

Diffusion of Air Pollution Theory and Application (423) 

Air Pollution Data Evaluation (420) 

Comliu^t Ion Evaluation (427) 

Gas Chromatograph ic Analysis of Air Pollutants (420) 

Air Pollution Control Technology (431) 

Atmospheric Sampling (433) 

Determination nnd Measurement of Atmospheric Metals (430) 

Column and Thin Layer Chromatography '43S) 

Visible Emissions Evaluation (430) 

Eield Enforcement Asjsvls of Air Pollution 4H) 

Meteorological Instrumentation in Air Polh’ti m (447) 

Air Pollution Effects on Vegetation (44S) 

Source Sampling (450) 

Principles ami Practices of Air Pol'utlon Control (4 weeks) 
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Environmental Protection Agency 
| Solid Waste Office 

i 

t Courses conducted by the Solid Waste Office in Cincinnati, Ohio eon- 

j sistof short-term, technical courses for scientists, engineers, and other 

professional personnel in the field of solid waste management, pro- 
{ * vent ion, and control. They are designed to provide knowledge and 

competency in the newest developments in this field. For information 
about these courses call or write: Chief, Training Branch, Solid Waste 
Office, Environmental Protection Agency. 5555 Ridge Koad, Cincin- 
nati, Ohio 45213. Telephone miinlwr. area rode 513, 084-1270. 



Elements: of Solid Waste Management ,\ug. 23-27, 1071 

Principles of Incineration Q,-t il-ir» 1971 

Sanitary Landfill Principles (y-io 3971 



New Courses Planned for Development During Fiscal Year 1972 

Solid aste Handling—— Fhdd Evaluation* 

Solid Waste Handling— Operations Management* 

Composting Methods* 

• Location anti time to he announce!. 

General Services Administration 

This course is designed primarily for employees of the Gcncinl Serv- 
ices Administration. Howev. r, Applicants from other agencies will 
be accepted on a space-available basis. For information about these 
prog i a ms, please c'U or v rite : Mr. Xoil F. Raab, Program Coordina- 
tor, Regional Public Puddings Service, General Services Administra- 
tion* Washington, J).C. 20l<)7, area code 202. P03-5131. or code 13, 
extension 35131 . 

Refrigeration and Air-Conditioning 
Government Pinning Office 

These programs arc designed primarily for Government Printing 
Office employees. However, applicants from other agencies will ho ac- 
cepted on a space trail aide basis For information about these pro* 
grams please call or write : Mr. James M. Langston, Jr., Chief, Train- 
ing Section, 1 .S. Government Printing Office, Washington, IM\ 
20101. Area Code 2ih»-5il-2SS2 : IDS Code 140-2SS2, 

Plain lyfUcrs 

Supervisory Pew topment Course (GPO-1) ( lYrsuprrtfevrO 
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Health, Education and Welfare (FDA) 

These programs are designed primarily for DITEW, Food and Drug 
Administration employees. However a very limited number of ap- 
plicants from other agencies may l>e accepted on a spacc-n vail able 
basis. For information about these programs please call or write: Dr. 
John Olsen, Director, FDA Training Institute (CE-fi00), Room 
11-G4, 5000 Fishers Lane, Rockville, Md. *2085*2, Rhone (301) 443-1755 
or code 153, extension 1755. 

Advanced Courses for Drug Inspectors 

Antibiotics 

Hadiopbarmacculicah 

Microbiological Contamination of Drug* and Cosmetics 

Advanced Courses for Chemists 

Partition Chromatography 
Pesticide Analysis 

Electronic? Training for Subprofe$?ional$ 

Technical Training for First Line laboratory Supervisors 
Mycotoxin Anal) si?— —Basic Course 
My eo toxin A nalysis— Advanced Course 

Organic Microscale Synthesis and Instrumental Techniques 

Photochemistry and Fluorcseenco Spectroscopy 

Solid Slate Electronics 

Atomic Absorption Spectroscopy 

Organic Polarography 

Courses for Microbiologists 

Basic Microhiology 
Enteric Pathogens 
Anarrobic Pathogens 

Staphylococcal Enteroto.vin Detection Methodology 

Management. Training 

Managerial Grid — Phase I 
Managerial Grid--Phase II 
Food and Drug Law 

Health, Education and Welfare (PUS) 

These programs in Radiological Health include the presentation of 
short courses and seminars and are open to Federal, State and local 
government employees who may us? radiation or are engaged in radia- 
tion protection activities. No charge is made for these courses. Trainees 
must provide for their o' n housing and transportation. For further 
information wntc or cell: Chief, Technical Tra ining Services, Bureau 
ef Radiological Health, Public Health 8er\ ice, Department of Health, 
Education amt Welfare. 5000 Fishers Lane, Rockville, Md. '20852. 
Phone: 3ol-4 13 2815 or code 153 extension 32845. 
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T>.\ 77? 


COl'RFF 


r.or.t tio : v 


Julv 12-10, 107) 


Fundamentals nf Non-Ionizing 


Montgomery, 


Radiation Protection. 


Ala. 


Julv 10-30, 1071 


Italic Radiological Health. 


Winchester, Mass 


Ju.F 26 -Aug. 6, 107!.. . 


Medical X-Rav Protection 


Rockville. Md. 


August 0-13, 1071 


Fundamentals of Medical X-Ray 
Protection. 


Rockville, Md. 


August 0-20, 1071 


Basic Radiological Health 


has Vegas. Xev. 


August 23 27, 1071* - 


Fundamentals of Non-Ionizing 
Radiation Protection. 


Winchester, Mass. 


Aug. 23-Sq)t. 3, 1071. 


Occupational Radiatmn Protec- 


Montgomery, 




tion. 


Ala. 


Aug. 30- ^ept. 3, 1071 


Introduction to Automatic Data 
Processing Systems. 


Rockville, Md. 


September 13-24, 1071. 


Radionuclide Analysis by Gamma 


Winchester, 




Spectroscopy. 


Mass. 


September 13-24, 1971. 


Occupational Hawaiian Protec- 
tion. 


La* Vegas, Nev . 


Sept . 27 -Oct. S, 1071 


Ra?:c Radiological Health 


Rockville, Md. 


Sept. 27- Oct. S, 1971.. 


Occupational Radiation Protec- 
tion. 


Au-din. Tex. 


October 4-8, 1071 


Fundamentals of Non-Ionizing 
Radiation Protection. 


L.,s Vega*, Nrv. 


October 18-22, 1971. . . 


Management of Radiation 


Winchester, 




Accidents. 


Mins. 


October 1 S- 22, 1071 ... 


Radiologies ■ Health for X-Ray 
Technologists. 


Rockville Md. 


October 18-22. 1071 . 


Microwave Incrementation and 


Moetgc n< ry, 




Survey Techniques. 


Ala. 


( Htober 18 20, 107 1 


Medical X-Ray Protection. 


Las Vegas, Nov. 


November 1-12, 1971.. 


Occupational Radiation Protec- 
tion. 


Rock vtJie, Md. 


November S-12, 1071.. 


Accelerate. Radiation Protec- 


Montgomery , 




tion. 


Ala. 


November S-10, 1071 - 


Bade Radiological Health 


l.’is Ve ga*, Nev. 


November 15-10, 1971 


Fundamentals of Non-Ionizing 
Radiation Protection. 


Rockville, Md. 


Nov. 29 Dec, 10, 1071 . 


Radiation Protection Guides and 
Doe Assessment . 


Las ga>, Nev. 


December G - 17 1071. . 


Ba-ic Radiological Health 


\\ inc luster, Ma***. 


December IX 17, 1071 . 


Management nf Hadiaiiou 


Montgomery, 




Accidents. 


Ala. 



Health, Education and Welfare (SSA) 

Those programs mo designed pihn.tiiiv for Son'iil Sennit y Admim 
istratinn employees. However, appIunnF fro n other agencies will he 
accepted on a spare-available basis. For informal ion about these pro- 
grams, please write : Mr. Frank (F Matcjik, IVmvRir, 'division f»f 
Training and (Viroer DeveTopmmf, Kooin 422i\ Annex. Sori.ii Srrurily 
Admin, stndion, (UOl Security BouIcmiixI, Italfiiuoiv, AM, 21*235 
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Automatic Data Processing Orientation 
I?cha\iorH Foundation of Management 
Fundamentals of Statistics 
Fundamentals of Supervision 
Supervision and Group Performance 

Housing ami Urban Development 

Those programs are di signed primarily for HUH employees. How 
ever, applicants from other agencies will 1 x> accepted on s\ space -a call- 
able basis. For information about the following' programed courses, 
please .rail or write: Mrs. Peggy lb Swift, Director, Programed In- 
struction and Pea ling Skills Laboratory, Department of Housing and 
Urban Development, Ho Seventh Street, SW.. Pnom 2150, Washing- 
ton, I ).(\ *20110. Phone : A rea code 202. 7;V> 5 R)(b 

Reading Improvement 
Introd uction to PRUT 
italic Statistics 

Magnetic PiU terns of tlie Knglis'i language 
Vocabulary Huildirg 

P./f information about the following classroom courses, please call nr 
write: Mrs. Mary lb Him, Chief, Oflice Skills Training, Department 
of ir ousing ; ltd Urban Development, Boom 2150. 151 Seventh St reH, 
SW., Washington, 1 ).( \ 2UM0, Phone : Area code 202. 7a5-52o I or code 
b‘3S, e\ tension 5.V2B. 

Secretarial Workshop 

Typewriting Refresher Training 

Gregg Simplified Shorthand Refresher Course 

Interior, Bureau of Sport Fisheries atul Wildlife 

These programs are designed primarily for Bureau employees. How- 
ever, applicants from other agencies will be accepted occasionally on 
a limited spare-available basfs. For information about these programs, 
please call or write : Mr. ( 'Imrles B. .Mitchell, Bureau Braining ( Jtlicei . 
Bureau of Sport Fisheries ami Wildlife. lMh and C Streets. N IV., 
Washington, D.(\ 20210. Phone 202-515 (5101, (’ode IS‘l GHH. 

The Marion School, .Marion, Ala. 

Pond t x>nsti action 

Physics X ChriniMiy of Winter 

Fish Discaes 

Aquatic Pfar.t tdcnlillralMJi 

life in \YnU*r (trialed lo l‘Mi Full. ire 
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The Spoarfish School, Spearfish, S. Dak. 



Nu? ri I ion 

Method* of Propagation 
Diseases 

Methods & Interpretations of Water Analyses 
Administrative Procedures 

Use of Hatcheries ns a Management Tool 4 

TheLeetown School, I^cetown, W. Va. 

Fish Anatomy 

Physiology & History of Fish 

Microscopical Anatomy of Normal & Diseased Tissues 

Identification & Method of lnvei-tigaling Fish Diseases and Tlicir Control 

Areas Delating to Virology, Ihiclerl^logy, and Parasitology 

Studies of Fish Diseases 

Labor* Workplace Standards Administration 

This program is designed primarily for Department of Labor em- 
ployees. However, applicants from other rgvncies will ]>c accepted o’i 
a space-available basis. For information about this program* please 
call or write: Mr. Robert ,1. liroderick. Workplace Standards Admin- 
istration, 1 '.S. Department of Labor, -I f M I First Street- XW M Railway 
I/d>or Building, Washington, D.(\ 20210. Flume: 202-Wil-dRhi or 
code 110-3RU). 

Safely Training 

Navy, Capital Area Pernonnel Services Oflice 

These programs are designed primarily for Depart incut of the Navy 
employees. However, applicants from other agencies w ill be accepted 
cm a space-available basis. For information about these programs, 
please call or wr'ce: Ileao, Kmployev Development Division. Capital 
Area Personnel Sei vice s Office, Xavv, *01 North Randolph Sheet 
{Room 1111). Arlington, Yu. : area rode 202. <l!i2 1170. 

ln*lriirliomd M<‘(liod« 

Ua*ic Fmptojce Development for Personnel Special!*!* 
liable Fmplojrr Delation* for Personnel Spcciali*!* 

I?a*ic S ( tOfing and Phi, «<vi.< ul for Personnel S|)eruili«l< 

Da*ic I’nvilion t la**i fiealion for IVr*o»m*k Specialist* 

Seminar for Kqual Kmploxnrnt Opportunity <Aiun*c1or* 

Presenting Information lo Ma iagemcnl 

Navy, Logistics Management School 

This course is designed primarily for Department of the Navy em- 
ployees. IfowewT, applicants from o:her agencies will be accepted on 
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si spare avail able basis. For information about this course, please call 
or write: Mr. Harold V. Pel ton or Mr. Ernest L. Sutton, Navy Logis- 
tics Management School, Naval Air Station, Washington, D.O. 
*20300. (’all area code *202, CP3-33S4. 

>‘a>> Pcpartnicnl Planning and Management Spttmf Course 



Panama Canal Company 

These programs are designed primarily for employees of the Panama 
(’anal Company /Canal Zone Government. However, applicants from 
other agencies will he accepted on a space-availahle basis. I< or informa- 
tion about these programs, please call or write: Dr. Daniel J. Paolucci, 
Deputy Personnel Direetor (Stall), Panama (’anal Company, Hoorn 
243- A, Administration Pudding, Ballxni Heights, (’anal Zone, 
phone : overseas oj)e rater — B uIIkki, 2-2025 

IrUroduclion to Supervision 

Tli,' Supervisor and ILintar Behavior 

Industrial Instruction Treliniqurs 

Theory and Practice of Management and Organization 
Ita <d c Management Techniques I and 11 
Defensive Driving 



Transportation, Federal Aviation Adminisl ration 

T'li is program is designed primarily for Federal Aviation Administra- 
tio.i employees. However, applicants from other agencies will be ue- 
eeptedon a spare-available basis. For information about this program, 
please call or write: Mr. Thomas •!. (’reswell. Director ot Training. 
TK 1. Department of Transportation, Federal Aviation Administra- 
tion. S!io Independence Avenue, S\V., Washington. I).(\ 2D5!H Phono: 
Area code 2<J2, 42U S550orcode 1 IS, extension (>S,*»50. 

Ma'.ic Imrstigulion (bourse 

FcdrT.il A\i ; \th>n Administration Af.ulrni>— A vai'H'ty of courses to lie 
Juld throughout )9 7 l-~72 at tin* FA A Acadcnij, Oklahoma City, 
Oklahoma. 

Treasury, Bureau of Customs 

This course is at the entry level tint] includes l(i weeks of theory and 
lecture at the Bureau of Customs National Training ( ’"ntev. Hemp* 
stead, X V. and 1 weeks of “hands on” experienee at the Customs 
Computer installation in the Washington, D.C. area. For further 
information please write or rail Mi 4 . James .1. Doherty, Assistant Di- 
ivctor (Training and Career ISnelnpment), IVrsounel Division. Bu- 
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lean of Customs, Room 703, 1145 lfltli Sf. XW., Wasliii'«ton, I),C. 
20030. Phone (202) 001-8000 or code 13 1-8000. 

Systems Analysis 



Treasury, Office of Personnel 

This course is designed primarily for Department of Treasury em- 
ployees. However, applicants fmm other agencies will l»c accepted on a 
spate-available basis. The course is designed to present practical in- 
formation to those planning for retirement. For in format inn about 
this course, please write or call Mrs. Adrienne Burch, Ollice of Person- 
nel, Hoorn 2428, Main Treasury Building, Washington, 20-220, 
Phono (202) J XU -502a or code IS 1-5025. 

Retirement Planning 



Treasury, Internal Revenue Service 

These courses are designed primarily for Internal Kevenne Service 
employees in 1 1 io Washington area. However, applicants from other 
agencies will he accepted on a space available basis. For information 
about these courses please write or call ; Miss Kubv Bennett, National 
Ollice Training Branch, Internal Kevenne Service* 1111 ('(institution 
A vo,, NW.. Horan 1002, Washington. !>,(’. 20221. Phone 202-001 .5788 
or code 181 extension -»T08. 

Gregg Shoriliand Theory Krvirw Courfr (18 hours) Diamond Jubilee 
Series 

Shorlhand Refresher Dictation floursc (20 hours) 

Typewriter Refresher Training Quirsc (20 hour-) 

Veterans Administration 

The following programs arc primarily for employees of tin 1 ( entral 
Ollice of the Veterans Administration, hut applicants from other 
agencies will he accepted on a spare available basis. For information 
please call or write: Mr. P. LeK. hooinis, Kinployee Kelatimis and 
Training Division (ti.V»C). Veterans Administration Central Ollice, 
Sin Vermont Avenue. NW., Washington. )M\ 2iB2<i (Stoj>7->), phone 
(202) . 885 -8101, or cotie 1 IS -5101, 

Ha«ic Supervisory Practices 
Secoi dnry Supervisory Practice* 
lnr rniediale Supers i«ory Management 
Ad siuiced Supervisory Manage met t 
Advanced M Aim gen lent Seminar 
Rrirfing* and Prc'rnlalion* 

(^inference Leadership 
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Administrative Communications Seminar 

Seminar on Motivation and Human Relations 

Rotter Letters 

Better Letters Refresher 

Basic OflP.ce Practices 

Shorthand Refresher 

Tho following programs are primarily for employees of the Veterans 
Administration Hospital, Washington, 1).C\, but applicants from 
other agencies will be accepted on a space available basis. For informa- 
tion please call or write: Mrs, Sara W. Hayes, Training Officer (UJ5( •), 
YA Hospital, 50 Irving St., NW., Washington, D.O. 20422. Phone 
483-G6G6, Ext. 405 or ("ode 159, Ext. 405. 

Work Simplification 
Basic Medical Terminology 
Advanced Medical Terminology 
Problem Solving 
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APPENDIX 

Regional Training Centers 
U.S. Civil Service Commission 



Atlanta region: 

Mr. Ed ward J. Callahan 
Center Director 
Atlanta, Region 

U.S. Civil Service Commission 
Atlanta Merchandise Mart 
240 Peachtree Street NW. 

Atlanta, Ga. 30303 
Area Code 404 
Phone 020-4477 
Host on region: 

Mr. John Kcbholz 
Center Director 
Boston Re gem 

U.S. Civil Service Commission 
Post Cilice and Courthouse Building 
Boston, Mass. 02100 
Area Code 017 
Phone 223-2569 
Chicago region: 

Mr. Howard G. Bain 
Center Director 
Chicago Hcgjon 
U.S. Civil Service Commission 
61 0 S. Canal Street 
Chicago, 111. 60607 
Area Code 312 
Phone 353-2914 
Dallas region: 

Mr. William C. Etheridge, Jr. 

Center Director 
Dallas Kcgion 

U.S. Civil Service Commission 
1100 Commerce Street 
Dallas, Tex. 75202 
Area Code 214 
Phone 749-3915 



Denier region: 

Mr. Curtis Spencer 
Center Director 
Denver Region 

U.S. Civil Service Commission 
Building 20 
Denver Federal Center 
Denver, Colo. SU225 
Area Code 303 
Phone 233-23t 4 
AY tii York region: 

Mr. Fred Olson 
Center Director 
New York Region 
U.S. Civil Service Commission 
Federal Building 
2o Federal Plaza 
New York, N.Y. 10007 
Area Code 212 
Phone 264-0460 
Philadelphia region: 

Mr, William T. Kesselring 
Center Director 
Philadelphia Region 
U.S. Civil Service Commission 
Customhouse 

Second and Chcsinut Streets 
Philadelphia, Pa, 19100 
Area Code 215 
Phone 097-4442 
Seattle region: 

Mr. James W. Brogan 
Center Director 
Seattle Region 

l*.S. Civil Service Commission 
3004 Federal Cilice Building 
Seattle, Wash. 9SI04 
Area Code 200 
Phone 442-4700 
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*Sa n Francisco region: 

Mr. Alvin Bcller 

Center Director 

San Francisco Region 

U.S. Civil Service Commission 

Federal Building, Box 36010 

*150 Golden Gate Avenue 

San Francisco, Calif. 94102 

Area Code 415 

Phone 556-5738 



St. Louis region; 

Mr. William ICckl 

Center Director 

St. Louis Region 

U.S. Civil Service Commi.-sion 

1250 Federal Building 

1520 Market Street 

St. Louis, Mo. 03103 

Area Code 314 

rhonc 622-4274 
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Project Management, Network Techniques for 203 

Psychology and the Management of Human Resources <>7 

Public Admini-t ration, Introduction to 30 
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Public Managers, Economics for S 3 

Public l t dities Service Procurement 221 

Purchases, Small ... 222 
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Heading Imprc* “merit ... 230, 233 

Records Disposition p.p 
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Records Management j 7 j 
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Refrigeration and Air Conditioning . 232 
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Statistical Science for Analysis. . 209 

Statistical Science for Management, Executive Seminar in 27 

S tat i>t ics, B asie 255 

Statistics, Fundamentals of . .. 255 

Storage and Materials Handling. 225 

Successful Audit Report Writing I 13S 

Supervi ion, Fundamentals of 255 

Supervision and Group Performance 44. 250, 255 
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Supervision of Low-Skilled Employees: An T n*titute for Instructors. .. .. >50 
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Supervisors, Labor-Management Relation* for 251 

Supervisors, Personnel Maiiagnunt for . . . . 52 
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Supervisory Development . . . _ - 24S 

Supervisory Development, Bt*ic. ... 249 

Supervisory Development Course 252 
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Supplies and Material*, Inventory Control nf - 221 
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Workshop in Equal Employment Opportunity for Contract Compliance 

Specialists ] 47 

Workshop in Indexing an \ Abstracting for ADP Information Systems si 

Workshop in the Job Element Examining Mfthod )7G 
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